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Fo. indeed, whenever figures 
are involved ... that's the time 
for the new ADDO-X with the 
plus feature SML’*. You'll 
marvel at its super smooth 
operation, simplicity and 


accuracy. But that’s not all. 


The exclusive STEP-O-MATIC 
LEVER makes the ADDO-X a 
calculator as well... when 
used for multiplication. 

This ... plus ADDO-X’s 
symmetric key board, “live” 
Repeat and Repeat Subtract 


Key and error-proof design... 





makes ADDO-X the most 
advanced adding machine on 


today’s market. 


Write for new, illustrated 
folder and full details. 


* STEP-O-MATIC 
MULTIPLIER LEVER 

























ADDO-X puts your 
figures in order 


ADDO MACHINE CO., INC. 


145 WEST 57th STREET, NEW YORK 19, N.Y. CIRCLE 5-6940 


Exclusive U.S. Distrib i Addo-X Adding Machines 
Multo Calculators —Roneo Mimeo Machines 
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Policy re manuscripts: The object of Manage- 
ment METHODS is to offer "practical solutions to 
management's problems." For that reason we never 
highlight a problem without offering at least a 
partial solution or a recommended course of ac- 
tion. Whenever possible, we like to offer the 
reader something he can do right now to correct 
@ procedure or solve a problem in his business. 
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cifically requested by us. 
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Busy orFices prefer new-fashioned 
EDISON TELEVOICE by more than 

3 to 1! They told us so in an 
independent coast-to-coast preference 
poll. They like the speedier work 
dispatch, with a TELEVoICE phone at 
every logical desk. They like its 
simplicity and accuracy ... and 

the fact that it’s a familiar phone 
design, there’s nothing to learn! They 
like picking up the phone and 
talking work away. And they like 

the low, /ow cost of TELEVoIcE— 
one girl handles up to twenty 
dictators! If you have three dictators 
or more, you'll like EDISON 
TELEvoice, too. IT’S TIME to get 
the facts about the economical phone 
dictation method that’s sweeping 

the nation! 


Here’s How You Save 
With TELEVOICE 
Yearly executive dictation time . . CUT 70% 
Dictation-to-signature time... . CUT 75% 
Cost of dictation service .... CUT 47% 


, 


ILLINOIS 
CENTRAL 


Q Edison. 

%: NC RPORATEC 

ALSO MAKERS OF THE FAMOUS EDISON 
NICKEL-IRON-ALKALINE STORAGE BATTERY 


NEW FACT-PACKED 16-page 
BOOK tells why more than 
1000 new users a month are 
turning to TeLevoice! Send 
handy coupon today ., . just 
clip to your letterhead and 
mail it! Or phone local rep- 
resentative listed under Ept- 
PHONE Or EDISON VOICE- 
WRITER, 


MASS. 
MUTUAL 


oe EDISON (Ediphone Division) 
ey 22 Lakeside Avenue, West Orange, N. J. 
Please send me “5 BIG BENEFITS OF 
EDISON TELEVOICE” 
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AWAY READY for teptodiction 


ACME 


PHOTO PANELS 


You Save 


Time and Money 
ON 


CATALOGS 

PRICE LISTS 
PARTS LISTS 
DIRECTORIES 
INDEXES, etc. 








REPRODUCTIONS, LARGER, SMALLER or SAME SIZE 


* Save Time and Expense of typesetting. Your typewriter 
is your compositor. Revisions easily made. Each line typed 
on individual card so only affected lines need be changed. 
Lines readily added or deleted save proofreading time too. 


* Illustrations, Headings, etc. can be included. Page 
arrangements easily changed. Reproductions can be 
made any proportionate size and printed by offset, plano- 
graph or other methods of commercial or office reproduction. 


* In Your Office and under your control. Always available 
for instant reference or use. Easily kept up to date. Saves 
last minute rush and possibility of error. Conveniently and 
compactly filed. Protective envelopes keep them clean. 


* Complete Information sent upon request. Get the facts. 
Know how much time and money Photo Panels can save on 
your catalogs, price lists, parts lists, directories, indexes, etc. 
Check their many other advantages. Send for complete 
information today. Write Dept. 207. 





VISIBLE 


Acme Visible Records, Inc. 
CROZET, VIRGINIA , 
Representatives in all principal cities 
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Important changes 
in proposed tax law 








THE AUTHOR: UN. R. 


Pointers,” holds a C.P.A. 


Caine, editor of the widely syndicated column, ‘Tax 
certificate in New York, New Jersey, Pennsyl 


vania and California. He is a senior partner in the firm bearing his name. 








es Phe projected Internal 
Revenue Code of 1954 proposes to make 
numerous important changes in the exist- 
ing income tax rules and provisions. The 
completeness of the revision job that the 
legislators have done on the present tax 
detailed 


laws makes any comment or 


analysis of all the contemplated changes 
an impossible task. We will cover here 
only those changes bearing on material 
or recommendations which have appeared 
editorially im MANAGEMENT METHODS in 
recent months. 

The tax changes which are incorporated 
Revenue Bill of 1954 


are not confined to ameliorative or cura 


in the proposed 


tive provisions. A great number of its 
provisions are specifically designed to serve 
closing 


the opposite function—that of 


“loopholes” in the existent law. 


One of these corrective provisions is 
aimed at the following plans: 
1, A taxpayer purchases a_ single-pre- 


mium annuity contract for a nominal 
cash payment. He takes out a loan from 
the insurance company to cover the bal- 
ance of the cost of the annuity contract. 
The interest payments that he subsequent 
ly makes on the loan are deductible. ‘The 
reasons which led the legislative committee 
to attack this plan or purchase are stated 
in the following excerpt from its report 
on the Bill: “‘Interest on the loan (which 
may be a nonrecourse loan) is then taken 
as a deduction annually by the purchaser 
with a resulting tax saving that reduces 
the real interest cost below the increment 
in value produced by the annuity.” 

2. A 


life insurance policy and, at the same 


taxpayer purchases an ordinary 
time, borrows sufficient funds to pay for 
the policy on a single-premium basis. He 
deposits the borrowed funds with the in- 
surance company which thereafter applies 
them to the payment of future premiums 
on the policy. This plan has been de- 
vised to offset the income tax rule which 
prohibits the deduction of interest pay- 
ments on a loan which is incurred, or 
continued, to purchase a single premium 


life insurance or endowment contract 
The new Bill attacks these insurance 

devices in the following manner: 

L, It first 


rule, which is now applied to prohibit 


proposes to extend the same 


the deduction of interest payments on 


loans which are incurred or continued, 


to purchase single-premium annuity con- 


tracts. 
2. It secondly proposes to treat as a 


single-premium life insurance policy any 


insurance contract whose premiums are 


paid out of funds which are deposited 
with an insurance company. 

In neither case, will any interest de- 
duction be allowed on the indebtedness, 
which is incurred or continued, to  pur- 
chase or carry such contracts. (See MAN- 
AGEMENT METHODS January, 1954: “A new 
approach to life insurance.”) 

The proposed legislative changes do not, 
by themselves, destroy either the validity 
or the utility of those insurance plans 
which feature the use of the tax deduc 
interest 


tion for (refer to previous arti 


cle). For one thing, the Bill is not 
yet law: for another, representations are 
undoubtedly being made to Congress 
which may cause the relaxation of these 
proposed stringent changes in the law. 

However, the taxpayer must necessarily 
be alerted to the fact that if the Bull, 
as finally enacted into law, includes these 
proposed revisions, he should consult both 
his insurance and tax advisors as to the 
possible effect on present or proposed in- 
surance coverage. It may yet prove that, 
even with the loss of the interest deduc- 
tion, such an insurance plan may still 
represent the best solution of the taxpay- 
er’s over-all insurance problems. 

The Bill 


both provisions which encourage certain 


is particularly notable that 
“taxpayer” activities and provisions which 
are designed to close “loopholes” have 
been directed to one area of the present 
law. An outstanding example of this 
process is the proposed changes in the 
pension and profit sharing trust rules. 
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The benefits which are vouchsafed un- 
der the present law by either a qualified 
pension or profit sharing trust were dis- 
recent issue of 


cussed in a MANAGEMENT 


METHODS. In the main, these benefits re- 
main unaltered under the provisions of 


bill. 


the new 


Qualified tax-exempt pension plans 


Che principal changes which the 1954 
Revenue Bill does make with respect to 
the basic tax aspects of qualified plans 
include marked changes in the require- 
ments for qualification as a tax-exempt 
plan. Furthermore under the 1954 Rev- 
enue Bill, qualification as a tax-exempt 
plan no longer exempts the income of 
pension or profit sharing trust from tax- 
ation, Even 


where the qualified plan 


exists, the income from the trust—if it 


is realized from certain investments or 
transactions—may be taxed and the plan 
will forteit for that year, or over a period 
of years, its privilege of tax exemption. 
The factors which will govern the tax- 
exempt status of the income of a quali- 
fied plan are respectively: 
lL. “Unrelated 
will be 


business income” 


A plan 
taxed on any “unrelated business 


income” even though it will be tax-ex- 
empt as to all other income which it may 
receive. “Unrelated business income” can 
be very generally defined as income of a 
trade or business. 


2. “Business leases’—Within — prescribed 
limitations, income which is derived from 
a lease of property, real and_ personal, 
taxed. 
3. “Allowable 


ments which a plan may make are strictly 


may be 
investments’ —The_invest- 


controlled both as to investments which 


are completely prohibited, investments 


which are allowable subject to specific 
limitations, and investments which are al- 
lowable without any restrictions. A breach 
of these rules either as to the stated limi- 
tations or outright prohibition will result 
in a denial of the plan’s tax exemption 
as to all its income, no matter from what 
source, for that taxable year. 

4, “Investment of accumulated income’’— 
A general and somewhat 
of the 1954 Revenue Bill 


qualified plan will forfeit its tax exemp- 


peculiar rule 
states that a 
tion privilege wherever “amounts accumu- 
lated out of income during the taxable 
year or any prior taxable year .. . are 
invested in such a manner as to jeopardize 
the carrying out of the purpose or 
function constituting the basis for exemp- 
tion.” 

5. “Prohibited transactions’’—After March 
1, 1954, any transactions between the plan 


and the employer (or a subsidiary of the 
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employer) which is listed under the pro- 
posed law as a “prohibited transaction” 
will result in the denial of the plan’s tax- 
exempt status. 
of tax exemption will continue until the 


The loss of the privilege 


taxing authorities are convinced by the tax- 
payer that the plan will no longer vio- 
late this prohibition. An example of the 
“prohibited transactions” is the loan of 
trust funds to the employer without (1) 
adequate security and (2) reasonable in- 
terest. 

All of the foregoing factors accomplish 
this result: that a qualified plan must 
henceforth meet, each year, certain speci- 
fied and technical restrictions and limita- 
tions upon the use of its trust funds if 
it is not to face the loss of its privilege 


of tax exemption of the trust income. 


Eligibility on pension trusts eased 


As a counterpoint to these “loophole” 
closing provisions, the 1954 Revenue Bill 
greatly eases the eligibility requirements 
of a qualified pension or profit sharing 
trust. In the case of employers of 20 
or more regular employees, 259% of all 
regular employees must be participants 
in the plan. Where an employer has 
less than 20 regular employees, 50% of 
such employees must be participants in 
the plan. Where these percentage require- 
ments of pension and profit sharing cov- 
erage and participation are met, approval 
as a qualified tax-exempt plan is largely 
automatic. Most plans should qualify un- 
der these percentage requirements. 

If a plan cannot meet these percentage 
requirements, a plan may be approved pro- 
vided it is not discriminatory in charac- 
ter or operation. A plan will be termed 
discriminatory if more than 30°, of the 
contribution to the trust provide bene- 
fits for the shareholder-employees or if 
more than 10° of the participants in the 
A “key em- 


ployee” is one of the highest paid 10% 


plan are “‘key employees.” 
of the regular employees of the employer 
—but not counting more than the first 100 
of the highest paid employees. 

Any pension or profit sharing trust 
“established before the date 
1954 Revenue Bill 


and which qualifies as a tax-exempt trust 


which was 
of enactment” of the 
under the present law will continue to 
enjoy the benefits of tax exemption under 
the provisions of the 1954 Revenue Bill. 
This last opportunity to adopt a pen- 
sion or profit sharing plan under present 
law should be carefully considered by em- 
ployers. They have the alternative choice 
of adopting whichever plan under the law 
grants them the greater benefits. m/m 





How to CAVE MONEY... TIME 





where youd least expect it 
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REVO-FILE gives girl finger-tip control over thousands of cards from 
sitting position. Records come to the clerk. Saves lost time, motion. 


“Like getting 60 hours work in a 
40-hour week,”’ say office managers 
who've changed from old-fashioned 
card files to modern Revo-Files. 


YOU MAY NOT have realized it, but 
old-fashioned drawer and tub files 
actually “rob” a firm of time and 
efficiency. They wear out clerks, 
cause tension, errors, lost motion. All 
of which raises your operating costs. 
A simple change to modern Revo- 
Files stops these losses. No costly 
transposition job is necessary. You 


use the same cards you have now. 
But what a difference! 


Each Revo-File brings thousands of 
cards under finger-tip control. Elimi- 
nates lost time, motion, energy. Clerks 
use it from an easy sitting position. 
It’s compact. Mobile. Takes only a 
fraction of the space you’re using, now. 
If you have 3,000 or more active 
cards, being used for continuous 
reference and posting, it will pay you 
to check on Revo-File, today. Mail 
coupon, now, for full details! 


Why Revo-File is the world’s finest rotary file: 


Uses your present records. No costly 
changeover. 

Takes less floor space. 

Increases production. 

Reduces overhead. 

Cannot lose or damage records. 
Makes “‘in-out"’ filing faster. 
Mobile — move it where needed. 


Another fine product of % Mosler Safe ( ompuny 


=o eee MAIL COUPON FOR FREE ILLUSTRATED FOLDER! —= 


The Mosler Safe Company, Dep’t MM-6, 320 Fifth Avenue, New York 1, N. Y. 
Please send me your free, illustrated folder giving details on Revo-File, world’s finest 


: Revo-File Division 

I 

i 
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@ Available in manual, automatic electric 


selection, and “high-boy” models. Ac- 
commodates all standard card sizes. 
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How XERO GRAPHY 2% 


cuts duplicating costs *18,000 a year 
at Atlantic Refining Company... 


= cypaicaTion ag ATLANTIC 





Preparing paper masters by xerography for duplicating a wide varicty 


of Office Forms, Charts, Job Specifications, Training Programs, 
Graphs, Booklets, Government Reports, Magazine Articles, En- 
gineering Data, etc., saves Atlantic Refining Company, Philadelphia, 
Pa., about $1,500 a month. 

written, 


Starting with an original form or other subject, anything 


typed, drawn or printed, can be reproduced with photographic ac- 


9 


curacy onto a paper master in about 3 minutes 


for run off of multiple copies on an offset du- Some Users in 
plicator. Original copy may be enlarged, re- Different Fields 
duced or reproduced same size by xerography AIRCRAFT 

in XeroX® Lith-Master* copying equipment. Bell Aircraft Corporation 


Copies can be made, from one or both sides of AUTOMOTIVE 

_— . Ford Motor Company 

an original, with xerography. 
E CHEMICALS 


For use in diazo type machines, translucent Ciba Pharmaceutical 


intermediates can be made from any original connnenee 


EDUCATION 
subject in the same speedy way. 
J é naere sp , dy - a California Institute 
There is no limit to the versatility of the dry, of Technology 
electrostatic, direct positive xerography process GOVERNMENT 


. . P . Federal, State, City 
in paperwork duplicating applications. 
INSURANCE 


*A TRADEMARK OF THE HALOID COMPANY Hardware Mutuals 


Write for proof of performance folders showing how companies of all kinds are 
cutting duplicating costs with xerography. For instance: Hardware Mutuals saves $500 


a month producing 84 different manuals four times a year. 


THE HALOID COMPANY 
54-101X HALOID STREET, ROCHESTER 3, N. Y. 


Branch Offices in Principal U.S. Cities and Toronto 


-EROGRAPHY ys 
est, cheapest, most versatile way to make masters for duplicating — 
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PIDPIVIDIIIIIVIVIA 
diagnostics | 


| by Leslie M. Slote 
Ass't. to the Pres., Ketay Mfg. Corp. 
Management and Labor Relations Consultant 


question: 


“In the past six months we have re- 
ceived many requests from our employees 
for leaves of absence, covering various 
periods of time and for various reasons. 
Most such leaves have been granted at the 
option of the supervisor or foreman, sub- 
ject to department head approval. We are 
faced with production and staffing prob- 
lems during our busy season and don’t 
want the additional burden of continuously 
adding and removing people from the 
payroll, What factors should we consider in 
establishing a company-wide leave’ of 
absence policy with tighter control?” 

diagnosis$ 

Actually, the contents of your letter in 
dicate quite plainly that your past com- 
pany practice has already established pol- 
icy, but it has evidently been a lax policy 
or lack of clear-cut policy, which fostered 
the growth of informality and inconsis 
tency in both leave-taking and leave-grant- 
ing. Needless to say, your contemplated 
formalization of policy must be custom- 
tailored to suit your particular needs. 
Even though your union contract states 
that leaves of absence may be granted at 
the discretion of management, you have 
definite limitations in freedom of action 
and must consider historical past practice, 
the effect of drastic change on employee 
morale and reaction and the possibility of 
grievances due to charges of unfair practice. 

I would first suggest that leaves of ab- 


sence be divided into two categories: 


1) those of an emergency nature beyond 
the control of the employees, such as _per- 
sonal illness or injury, death in the family, 
etc. These are taken without request, but 
require notice be given to the company. 
2) those leaves of absence which can be 
requested in advance, such as jury duty, 
maternity leave, military service, ete. 
These require advance notice and must be 
approved by the company. On the ques- 


’ 


tion of “advance notice,” don’t arbitrarily 
set how far in advance such notice must 
be given. Unless a regulation has already 
been established, obtain agreement with 
the shop steward or union as to what con- 
stitutes “reasonable advance notice.” It is 
a good idea to have this category of leaves 
screened through the Personnel Depart- 
ment before granting final approval. This 





ORGANIZATION CHARTS 


YOU can mate rity 









You yourself—or any 
designated employee—can de- 
velop, complete and revise perfect organ- 
ization charts without drawing a single 
line. You save the time and cost of a 
professional draftsman. You keep con- 
fidential information crystal clear—but 
confidential. Revisions in minutes. Also 
use the Chart-Pak Method for graphs, 
office and plant layouts. 


Mail this NOW! 














e ae ee oe as aes ae ee se ee eg 
Pwr CHART-PAK, INC. | 
| 96F Lincoln Ave. Stamford, Conn. 
] Send complete Chart-Pak facts. | 
| Name | 
1 Company | 
| Address | 
| | Oe | es } 


(Circle, 909 for more information) 








choose an 


Tek 


original 







~ Whatever the occasion 
» ++ conventions, outstand- 
ing employee achieve- 
ments, sales honors, and a 
host of others . . . 1&R will 
design you a jewelry origi- 
nal that will really steal 
the show. 

Drop us a line on what 
you have in mind on fine- 
quality gift awards .. . no 
on obligation, of course. 





Jewelry illustrated is gold 
filled and 10-K gold with 
simulated blue stone .. . 
an original for Richfield 
Oil Corporation. 


IRONS & RUSSELL COMPANY 


INDUSTRIAL DIVISION 


re i. Manufacturers A 1861 


97 Chestnut Street, Providence, R. I. 
(Circle 928 for move information) 


methods 


makes for centralized control, will give 
more uniform application of policy and 
will help to smooth out the trouble caused 
by your past practice of handling each in- 
dividual case on its own merits. 

Next, list those situations in which 
leaves of absence will or will not be 
granted; i.e., personal illness, accident ot 
disability, serious illness or death in the 
immediate family, maternity leave, military 
service, jury duty, union business, attend- 
ing school, trying out another job, mar- 
riage, and personal matters such as travel, 
visiting family, lawsuits, -etc. Leaves of 
absence for union business should specify 
the number of employees at any one time, 
time limits and extensions. Also, define 
the term “immediate family” and whether 
it is to include parents, spouse, children 
and other dependents. Leaves of absence 
should be unpaid, unless company policy 
or the union contract provide otherwise 
(1.e., sick leave). 

Make clear to all employees the condi- 
tions under which leaves of absence will 
be granted: ie., who is to be notified when 
the leave is of an emergency nature, who 
has authority to approve and to extend 
leaves, if approvals may be verbal or must 
be in writing, time limits, seniority, pro- 
cedure upon return (clear through Per- 
sonnel, medical required after illness or 
accident, etc.), overstaying leave, extenu 
ating circumstances (emergency illness pre 
venting prompt notification of company), 
etc. Check the questions of seniority; most 
contracts specify that a leave of absence 
within approved time limits will not in 
terrupt seniority. Be careful not to grant 
reinstatement of seniority where it is not 
warranted; the union may raise a_justi- 
fiable grievance claiming that it is unfair 
to other workers. 

Spell out such other conditions, as pres 
entation of proof to the company to de 
termine if the leave is justified. The big 
problem here is one of maintaining uni 
formity and consistency — if one case is 
granted, how about another similar one? 
For example, employees may be required 
to produce supporting documents, such as 
notice to report for jury duty, military in- 
duction papers, etc. Or, if a doctor’s note 
is required, it should not merely state, 
“Miss Jones is under my care for treat- 
ment,” but should be specific enough to 
give the diagnosis of the sickness or injury, 
its probable duration and a statement that 


the employee is unable to work. m/m 





SEE PAGE 43 
for full details about the 
“BEST PLACE TO WORK" AWARDS 
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You’re RIGHT on time with... 





lime Stamps 
Produce accurate, indel- 
ibly printed time records 
of receipt and delivery 
on your business papers. 
Trace responsibility for 
delays in issuance and 
acceptance of documents. 
Validate documents, or- 
ders, and other papers 
vital to your business. 
Provide effective paper- 
work control. 









IBM 
Attendance Time Recorders 


Furnish accurate, indisputable records of your 
employees’ IN and OUT times. . . rapidly, easily 
with one-hand, trigger-trip operation. Cards are 
positioned and time is printed on front of cards 
automatically. Fully flexible to permit smooth 
handling of complex schedules. Automatically 
control circuits of audible signals and wall clocks 
for coordination of time recording, signaling, and 
time indicating. Have external key reset for simple, 
fast resetting if power has been off. 


Provide sound basis for 
figuring your direct labor 
time and costs per job. 
They record START and 
STOP times of jobs and 
operations automati- 
cally. Help youdetermine 
profitable selling prices. 
Help you control non- 
productive time. Simple 
trigger-trip operation. 


IBM we 
te / EQUIPMENT 


For full information about IBM Time Equipment, contact the IBM Branch Office nearest you. 
INTERNATIONAL BUSINESS MACHINES °* 


590 MADISON AVENUE, NEW YORK 22, N, Y. 


BRANCH OFFICES THROUGHOUT THE UNITED STATES 
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Frigidaire Water Cooler 


Wastes No Money 
While It Waits! 


Flash-0-Matic Action Cools as Water Flows 


Wastes no water—wastes no electricity. Chills in- 
stantly as water is used. In laboratory tests, hun- 
dreds of 8-0z. glasses of water were drawn one after 
another from a Frigidaire Cooler, and the last one 
was just as cool as the first. Water pressure auto- 





matically regulated, no surging or dying out. 
Other models include bottle-type coolers and a 
special explosion-proof model for industries where 
explosive fumes or mixtures are present. Powered 
by Meter-Miser Compressor warranted for 5 years. 
Call your Frigidaire Dealer or write: Frigidaire, 
Dayton 1, Ohio. In Canada, Toronto 13, Ontario. 
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Fr igidaire Water Coolers 


BUILT AND BACKED BY GENERAL MOTORS 


(Circle 918 for more information) 








PUNCHED CARD CHECKS 


speed processing and reconcilement 
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f the check is punched here. 





mee Phe = =Account Reconcilement 
Plan, offered by Central National Bank of Cleve- 
land, does away with much of the task of recon- 
ciling monthly bank statements for companies 
issuing 500 or more checks per month, resulting 
in time and financial savings for both the sub- 
scriber and the bank. 

All machine work is handled by the bank. 
Participating companies merely use a punched 
card check in place of the usual paper check. In 
most cases, no other change in forms or systems 
is necessary. Companies subscribing to the service 
realize these advantages: 

1. Cancelled checks are received in numerical 
order. 

2. A printed listing in numerical order is fur- 
nished showing check number, the individual 
amount of each check paid and the total of all 
checks paid. 

3. A symbol on the numerical listing indicates 
outstanding checks. A simple reference to the 
check register reveals the amounts of these out- 
standing checks which, when totaled and added 
to the total of checks paid, will balance with 
checks issued during the period. 

Use of the new service, based on actual experi- 
ence in other cities, results in a saving of time 
in excess of 90°% or, as expressed in dollars, up 
to $25 per thousand checks issued. 

The bank covers all details with the operating 
head of the company’s payroll section before the 
service is initiated. They provide special checks, 
imprinted and punched with the account num- 
ber and check number, at a cost that is less than 
regular paper checks. ‘The card check may be 
furnished with a perforated section as a form of 
“earnings statement” for the employee. 

To reduce the number of mutilations caused 
by folding the check in the middle, a double 
crease is made in the check at the time it is 
printed and the words, “For your convenience, 
fold here,” printed on the face. m/m 
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Copease 


PHOTOCOPIER 


more versatile and.. 
efficient than ever! 





One machine does the complete job! 


COPEASE DUPLEX PHOTOCOPIER (known abroad as 


Develop Combi) has inaugurated a new era in office 
copying in 60 foreign countries as well as the U.S.A. 
And now this revolutionary copying machine is 
more versatile, more adaptable, a better value than 
ever. COPEASE can now be used even with fluores- 
cent light adjacent, or in subdued daylight. No 
darkroom’s needed. Remember—COPEASE makes 
non-curling, sharp, dry, photocopies in seconds on 
all types of stock up to 14” wide. Exposes, develops, 
prints in jet black on permanent snow white from 
any type of copy, colored or black and white. Office 


efficiency goes UP as Costs gO DOWN with COPEASE! 


 COPEASE COMPANY 





nate 


Sole Distributor U.S.A., 270 Park Ave., New York 17 » PL 3-6692 
Manufactured under U. S, Patent No. 2,657,618 


(Circle 912 for more information) 
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A report to management: 


Solving the problem of 
IN-OFFICE FEEDING 


omnes | manage- 
ment men feel that their firm can’t 
afford to undertake the establishment 


often, 


of a company cafeteria. In most cases 
they are right — particularly if the 
cafeteria is built and managed along 
traditional lines. For example, a_re- 
cent survey showed the _ following 
roughly estimated costs: if the com- 
pany paid for space, operation and 
equipment, the average cost was $21.21 
per employee per year; if the company 
figured only operating expenses, it 
came to $7.97 per employee per year; 
if only space and equipment were pro- 
vided with a concessionnaire operating, 
costs fell to only $3.33 per employee 
per year—but still a loss. 

Now, however, a new factor has been 
added that can turn these loss opera- 
tions into sound profit and morale 
building enterprises. For lack of a bet- 
ter name it’s called “the automatic 
cafeteria.” 


Why a company cafeteria anyway? 

Providing employees with good, low- 
cost food in a convenient in-office area 
has proved a morale-builder in many 
companies. In isolated locations where 
restaurants are inaccessible or undesir- 
able because of poor quality food or 
high prices, companies have reported a 
decided drop in employee turn-ove1 
alter the installation of a company 
cafeteria. Moreover, savings in recruit- 
ment and training costs were directly 
attributable to the new feeding opera- 
tion. One company reported a drop ol 
62°% in absenteeism after a company 
cafeteria was installed. 

But that’s not all. Since the coffee 


break is now an accepted procedure, 


june 1954 


the company cafeteria shows further 
material benefits for the company with 
each coffee break. If you have only 100 
employees and if each of them saves 
only ten minutes a day by not going 
outside for coffee breaks, there is a 
saving of 350 man hours monthly. 
Figuring an average salary of only $1.50 
an hour, this represents a labor cost 
saving of over $500 a month! 

Even in large cities, where there are 
many restaurants, some employees have 
expressed three major objections to 
eating “out”: overcrowded restaurants, 
slow service and high prices. The nor- 
mal ofhce worker tries to accomplish 
lunch than 
“merely” eating. Lunch hour is one of 


more during her hour 
the most intense shopping periods in 
stores throughout the business area. 
Office workers want a place in which 
they can get a fast, low-cost, nourishing 
and appetizing meal. The in-office auto- 
matic cafeteria is the most likely an- 
swer to their needs, 


Why the automatic cafeteria? 
Automatic cafeterias provide a com- 
pany with a maximum of efficiency at 
a minimum of cost. There is no capital 
investment in equipment nor operating 
expenses for labor. Service is available 
throughout the day and night, provid- 
ing for all work shifts as well as for 
coffee breaks or special meetings. 
Kitchen areas are eliminated, result- 
Also 


eliminated are the cost and mainte- 


ing in great savings of space. 


nance of such supplies as silverware, 
dinnerware and glassware. Everything 
is pre-packaged or self-contained—the 
problem of sanitary precautions are no 
longer a company burden. Stringent 


TO PROVIDE IN-OFFICE FEEDING YOU 
NEED TO KNOW 


HOW GREAT THE INVESTMENT WILL BE 


HOW MUCH TRAFFIC IS NEEDED 


HOW MUCH SPACE IS REQUIRED 


HOW TO FIGURE YOUR BREAK-EVEN POINT 


HOW TO GET PEOPLE TO USE THE FACILITIES 
HOW THE COST OF THE COFFEE-BREAK CAN BE CUT 


HOW VENDING MACHINES CAN SIMPLIFY THE PROBLEM 


health regulations are adhered to by 
the vending machine operators and 
pre-packaging helps keep handling of 
food at a minimum. 

In addition to these benefits, an 
actual profit is made by the company 
on its feeding operation. Usually, this 
profit is turned over to an employee 
Welfare or Benefit Fund. 


Supplementary automatic feeding 


Some companies have _ instituted 
automatic feeding as a supplement to 
existing food service facilities. This is 
especially true of the larger plants and 
offices operating more than one shift. 

A successful example of one such 
operation is the RCA Victor plant in 
Camden, Jersey. They _ pre- 
viously had a wagon-cart food service 
which proved itself limited, inefhicient 


New 


and costly. About two years ago, they 
installed twenty-two batteries of vend- 
ing machines—totaling 650 machines 
of various types—in locations through- 
out their plant. Each installation car- 
ried a full assortment of machines that 
provided both hot and cold foods. The 
Manager of RCA Victor’s Food Service 
Division, Martin O’Shaughnessy, re- 
ports, “Our food vending program is 
an overwhelming success and has won 
complete employee acceptance... . I 
may estimate that the installation of 
vending machines has reduced the loss 
of production time of our employees by 
25%.” Thus, an operation that was 
costing money and not fulfilling its 
needs was supplanted by an automatic 
operation which provided full facilities 
and showed a profit besides! 


Advances in in-office feeding 


Perhaps the greatest advance in in- 


office automatic feeding took place re- 
cently in New York when the VenDime 
Corporation made two major installa- 
tions. While in-plant feeding is a com- 
mon thing in New York companies, of- 
fice staffs haven’t been given the same 
opportunity. This is due in large part 
to the difficulty of servicing installa- 
tions in extremely congested areas, as 
well as to the fact that it was felt that 
office staffs were usually too small to 
support an in-office feeding operation. 
The energetic directors of VenDime 
Corporation, Robert Loeffler and Ger- 
ald McClosky (an industrial engineer 
and cost accountant), devised solutions 
to both problems. They set up decen- 
tralized operations  (staff-maintained 
rather than by routemen) and cost-ac- 
counted typical operations to deter- 
mine their break-even point. Mr. Mc- 
Closky maintains that if employees will 
buy only a hundred sandwiches a day, 
an automatic cafeteria can be profitably 
installed. The chart (page 10) details 
how a typical installation can be car- 
ried. This is figured on a 21-day month 
and shows the minimum sales necessary 
to warrant an installation. He has de- 
tailed the average percentages of the 
sales of each item to the totals, shown 
the cost and profit on each item, as well 
These 
figures are not merely speculative, but 


as the gross and net profits, 


are based on actual installations. 


Automatic feeding in new building 

VenDime’s first operation was set up 
in the new headquarters building of 
the Franklin Stores Corporation. Man- 
agement sought to accomplish several 
those benefits 


objectives other than 
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THE SUGGESTION BOX... by Ajax 








THIS 15 NO KISS 
it Shows what happens 
to my make-up every 
time I get a drink. 
Why can't we have 


some AJAX cups ? 


——— 
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Complete drinking water service, 
including AJAX or AERO Paper 
Cups and dispensers, improves em- 
ployee morale because it provides 
clean, sanitary, comfortable and 
DISPENSERS 


AJA CUP FILLERS 


UNITED STATES ENVELOPE COMPANY 


ty General Offices: Springfield 2, Mass. 
ty 


St 
* 15 DIVISIONS FROM COAST TO COAST 
(Circle 952 for more information) 
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A NECESSITY IN MODERN BUSINESS —— 


natural drinking facilities . . . cuts 
down absenteeism because it re- 
duces the hazard of transmitted in- 
.,, fection. Eight out of ten people 
prefer it. Ask your paper merchant. 


AERO® 
7 CUPS 


bi AJAX® | 
‘ nw cuPs aa 


— 


@ PAPER CUPS 


nT’ - 
es Qty 
Also COLUMBIAN and 
PEERLESS Flat Cups 
It pays to deal with the 
distributor who carries the 
complete line of paper wa- 
ter drinking cups. Cc3-M 








Here’s Another 
Way To Save Money! 


Wherever stapling is done in 
your office ...or plant... 
STAPL-A-MATIC will do it faster, 
better, more economically! 


STAPL-A-MATIC — stapling is 
effortiess ... uniform ... quiet 
..-fool-proof! No more lost hours 
“banging away” at old fashioned 
staplers. 


it’s Portable — plugs in any- 
where. 





Instantaneous ...no set speed 
or timing cycle. 


Pays for itself in no time — 
cuts costs up to 70% or more. 





THE »~S7ag7/ex CO. 


776 Fifth Avenue + Brooklyn 32, N. Y. 
Just Insert the Work 


Write for literature Two Hands do Much More 


eee oye emma RN ee ce annem Se mee ete mm 
THE STAPLEX CO., 776 Fifth Ave., Brooklyn 32, N. Y. 


Gentlemen: 
() Please send me more information about your 


STAPL-A-MATIC, 
Please arrange for a no-obligation demonstration. 








NAME 
COMPANY 
ADDRESS 


mi 


m 
ike Uses Standard Size Staples 


Reloads in Seconds 
No Parts to Remove 


(Circle 943 for more information) 








if your employees buy 100 sandwiches daily, you can profit 
from an automatic cafeteria 


ESTIMATED COSTS OF OPERATING AN 8-MACHINE LUNCHROOM 


Cigar- Sand- 


Ice Totals 


ettes | wiches Cream Coffee Milk | Pastry; Soda | Candy 


1. Unit Sales/Total Sales .. 5% 45% 
2. Daily Sales ($) 2.50 22.50 
3. Monthly Sales ($) 52.50 472.50 
Cost of Goods Sold (%) 827, | 107% 
Cost of Goods Sold ($) 43.05 330.75 
Gross Margin ($) 9.45 141.75 


Direct Labor 

General & Administrative Expenses (5%) 
Maintenance Supplies (.5%) 

Sales Expenses (5%) 

Depreciation (5 yr.) 


13% % % \T%h |T% | 5% |100% 


6:50| 4.50 | 4:50 | 3.50 | 3.50; 2.50 50.00 


136.50 94.50 94.50 73.50 | 73.50 | 52.50 (1050.00 
50% 25% | 65% |45% | 20% | 45% 
68.25 23.63 61.43 | 33.28 | 14.70 | 23.63 | 598.70 
68.25 70.87 33.07 40.22 58.80 28.87 


451.28 


266.03 
52.50 
5.25 
52.50 
75.00 


$451.28 














usually resulting from in-office feeding. 
Inasmuch as this building was to be 
occupied solely by their company. 
Franklin Stores wanted to reduce em- 
ployee as well as extraneous transient 
trafic as much as possible. Delivery 
boys and waiters parading through 
the offices at various time throughout 
the day was a spectacle they wished to 
eliminate. Also, telephone calls for de- 
livery of lunches and refreshments in 
the various offices had to be greatly re- 
duced, thus leaving the telephone lines 
open for important calls. 

The first step was to make a survey 
of the employees. Surveys that are prop- 
erly designed can accomplish much in 


determining what type of feeding 
operation is best suited for a company. 
As a matter of fact, a time and cost 
study made to determine the most ef- 
ficient employee in-office feeding opera- 
tion pointed to automatic merchandis- 
ing as the best solution. 

Franklin 


people in their headquarters office, 


Stores have about 310 


but only have a potential “eating 


force” of about 275 employees — the 
clerical people. McClosky claims that 
only the clerical force (especially fe- 
male) can be counted upon as “regu- 
lars.” Executives usually have business 
luncheons or just don’t “mingle.” Like- 
wise, surveys have shown that only a 
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SHANGE MAKER 


emeneecomng as 


A convenient chenge-maker is provided. 


small percentage of male employees 
will eat in regularly. 

The following announcement, in the 
form of a bulletin, went out to all em- 
ployees prior to the company’s move 
to the new building: 

“In keeping with the plans for our 
new building we are pleased to of- 
ficially announce the opening of the 
VenDime Auto-Snak. This miniature 
cafeteria will be located at the east end 
of our general offices on the main floor. 

“These machines will currently pro- 
vide the following selection of foods 
and drink: hot coffee, cold soda, ice 
cream, candies in a wide variety and 
fresh tasty sandwiches and __ pastries 
served daily. 

“Our organization, with the coopera- 
tion of the VenDime Corporation, has 
gone to considerable length and ex- 
pense to provide this service for all our 
employees. We sincerely hope you will 
enjoy the full use of its excellent qual- 
ity, variety and service.” 

A questionnaire was also given to 
each employee prior to the opening. 
Following are the questions and the re- 
sults, based on 285 completed forms: 

] Do you plan to eat in several 

» times a week? 232 answered 

"oe: 
? Would you use a Coca Cola ma 

*" chine? 196 answered “Yes.” 

3 Check your two favorite Canada 

* Dry flavors listed below. A com- 

pilation of 250 answers showed the 
following preferences, in their 
numerical order: Cherry, Root 
Beer, Ginger Ale and Orange. 
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Would you pay 10c for a good 

4 cup of coffee from a coffee vend- 
ing machine? All 285 answered 
“Yes.” 


Would you use a milk machine? 
» Contrary to regular averages, only 
46 said “Yes.” 


Check your five favorite ice 
scream flavors. Answers, in pref- 
erential order, were Vanilla, 
Chocolate, Strawberry, Banana and 
Fudgsicles. 
Check the type of pastries you 
:. would like served. Answers, in 
order of preference, chocolate cup 
cakes, danish strip, sugar donuts, 
danish bun and pound cake. 


A list of sandwiches were sub- 

8. mitted with suggested prices, 
asking whether they were too 
high. Only about 20 people felt 
the prices were high. Roast beef, 
ham and ham & cheese are avail- 
able every day, with a fourth sand- 
wich varying each day. Prices range 
from 30¢ to 50¢. 

The results were encouraging to 
both Franklin Stores and VenDime, 
since participation was promised by 
the employees. Workers have one hour 
for lunch. Feeding is staggered in three 
shifts between 11:45 and 1:30. The 
cafeteria can seat about 80 people at 
a time. Machines are located in two 
banks, with enough room between them 
so that there need be no crowding 
problem for any machine because of a 
group of people waiting to use 
another machine close by. 

The first day the cafeteria was in 
operation, all machines operated free 
—employees got sandwiches, pastries, 
sodas, coffee, ice creams and candies 
“on the house.” Only cigarettes were 
sold. This open house introduced em- 
ployees both to the cafeteria area and 
to the food available there. After the 
first week’s operation, a follow-up sur- 
vey showed actual “beefs” from em- 
ployees—the coffee stronger or weaker, 
more sandwiches on rye bread, etc.— 
and adjustments were made. Now, after 
three months’ operation, things are 
running smoothly with employees, 
company and VenDime. 

The only problem that arose to tem- 
porarily add disharmony was solved 
as quickly as it was created. ‘The com- 


one of the best companions 
an office can have... 





In spring, summer, fall or winter—regardless of the 
season—you must have a place to hang your coats 
and hats. Summer’s high humidity and thunder 
showers play havoc with the press in your suit 
coats. If you “bunch” them on an old-fashioned 
clothes horse, their press disappears and wrinkles 
appear. Instead of looking like ‘“good-morning”, 
they look like “good-night’”. BORROUGHS WRAP 
RACKS are the answer to how to 
keep your coats in “tailored” 
shape, rain or shine. Available 
in three standard sizes to handle 
6, 12 or 24 coats and hats. Yes, 
you can get double-face units also. 





BORROUGHS 
‘“desk-hi’’ sliding door cabinets 



























































Most useful and practical cabinet you've ever seen. Handy as the telephone..in fact, it 
makes an ideal combination cabinet and telephone stand. ‘‘Desk-Hi’ is 29’ high, 38” wide 
outside, and is available in two depths, 12’ and 18”. You can have this handsome cabinet 
without doors, or with steel or glass sliding doors. All models have a sliding shelf, adjustable 
without bolting. 


BORROUGHS MANUFACTURING COMPANY 


& SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK ain KALAMAZOO, MICHIGAN 


(Circle 907 for more information) 














The new Kodak Verifax Printer gives you 





zm copies in || minute 
\ forless than BY cach 
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your secretary and for you! Tedious hours of retyping 


Verifax copying is completely different... faster, | ' t 
and double-checking are eliminated. You get legible 


easier, your best buy today. 
. ‘ “ ae ee oe black-on-white copies as soon as needed—and never 
Compare. In copying a letter, invoice, magazine pies 
‘ = 3 a transcription error. 
page, card record, etc., you use only one sheet of sen- 
sitized paper. And from it you get at least 3 photo-exact 


, , Your savings in retyping costs, alone, 
copies. A unique Kodak development makes this pos- 


quickly pay for it 
A Kodak Verifax Printer—at $240—is one of the wisest 
investments you can make. Even if you are now retyping 
just one or two letters a day, it pays for itself. 


sible—does away with sensitized print papers... and 
the need for making exposures of the original document, 
time after time. 

Anyone in your office can turn out Verifax copies 
after a few minutes’ instruction. No fuss... no change See a demonstration in your office—and judge. 
in your present room lighting, either. What a boon for 


Price quoted is subject to change without notice. 







copying saves wherever there's paperwork 





EASTMAN KODAK COMPANY 
Industrial Photographic Division, Rochester 4, N. Y. 


Gentlemen: Please send free Verifax folder and names of near-by dealers. 





Name Company 








Address 





City State 





(Circle 914 for more information) 
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pany felt that the new automatic cafe- 
teria could adequately serve all the 
needs of all the employees. VenDime 


had created its sandwich sizes and styles 
to be similar to those prevailing in 
nearby restaurants. The company felt, 
therefore, that the automatic cafeteria 
should replace all incoming orders for 
food and hence issued a directive for- 
bidding food to be brought into the of- 
fice by an outside restaurant. 

The employees, backed by _ their 
strongly assertive union, immediately 
reacted on a matter of principle only. 
They were satisfied with the in-office 
feeding but didn’t feel they should be 
forced to use these facilities to the ex- 
clusion of all others. Prompt rescind- 
ing of the directive avoided what might 
otherwise have been a deathblow to the 
new cafeteria. 

The machines are now in capacity 
use not only during lunch hours, but 
for coffee breaks, as well. In this area, 
Franklin, too, reports savings in time 
and increased productivity through the 
added convenience of “‘automatic’’ cof- 
fee breaks. 


Replacing unsatisfactory service 


Circumstances behind VenDime’s in- 
stallation for the 400 employees at 
Lumbermens Mutual Insurance Com- 
pany offices were of a different nature 
than at Franklin’s. 

Lumbermens had a small area de- 
voted to several automatic machines 
but with no concerted effort to make 
an actual cafeteria of the area. The 
various machines were serviced by five 
different operators and the employees 
complained not only of poor quality 
food, but also of poorly operating and 
maintained machines. Lumbermens in- 
vited VenDime to survey the situation 
and offer its suggestions. A survey 
showed that of the staff of 400, only 
250 would be potential users of in- 
ofhce feeding facilities. This was due 
to the fact that about 50 of the em- 
ployees were men of executive level 
and another 100 were adjusters who 
were always in and out of the office 
and were rarely in around lunchtime. 

These 250 were told of the plan to 
improve facilities by making a larger, 
more efficient lunchroom operation. 
They were informed of the plan to get 
new machines and a new service that 
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would provide top quality food at 
minimum prices. They were queried 
and answers were all favorable. One 
hundred and eighty-eight said they 
planned to eat in several times a week; 
993 said they would buy coffee if the 
quality were improved and all 250 
agreed to pay 10¢ for such coffee. 
Several new threatened 
the success at Lumbermens that did 
not arise at Franklin Stores. Here, man- 
agement had to overcome the prejudice 


problems 


that already existed against automatic 
food vending because of the bad ex- 
periences in the past. Guy Lee, Ass't. 
Operations Manager 
spearheaded a management drive to 


at Lumbermens, 


educate the employees concerning the 
new feeding operation and the benefits 
they might derive from it. 

A second obstacle to the potential 
financial success of the cafeteria was 
the fact that Lumbermens had only a 
15-minute lunch hour and no formal 
breaks. 
Thus, it appeared that the only source 


morning or afternoon coffee 
of income would be from the lunch 
hour. that the 
cafeteria could double as a meeting 


room, so that, in addition to the lurcti 


Lee reasoned, however, 


hours, food would be availah’ 
groups at the 20 to 30 meeti held 
monthly (ranging in s) en to 


100 people) as well as to the —/omen’s 
club (85 women) who met there regu- 
larly. A strong attempt is being made 
to get the men of the company inter- 
ested in frequenting the lunchroom. As 
an inducement, bridge and _ pinochle 
card games are organized each day dur- 
ing the with VenDime 
prizes to the winner of the 


lunch hour, 
offering 
monthly tournaments. 

In an area of 20’ x 40’, with a seat- 
ing capacity of about 80 people, there 
is little effort needed to adequately 
feed the staff at Lumbermens. Periodic 
surveys again play the role of supply- 
ing the variety of available foods ac- 
cording to the seasonal and changing 
likes and dislikes of the workers. 


Misconceptions on in-office feeding 


Contrary to the belief on the part 
of people who are not acquainted with 
automatic machine 
vended food is wholesome both in ap- 
pearance and taste. Fresh, adequate 


portions are served at lower prices, 


feeding devices, 
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ow Sperry gets the goods on its own production 


To detect surface and internal defects in metals and ma- 
terials, industry uses Ultrasonic Reflectoscopes manufac- 
of Danbury, Conn. To 
detect any defects in its production of Reflectoscopes, 
Sperry uses modern McBee Keysort methods. 


tured by Sperry Products, Inc., 


Says Mr. Judson G. Hyde, Sperry’s Controller: 
gives us prompt, accurate man¢ igement control data on 
every phase of our operation. Since installing Keysort, 
we've cut bookkeeping costs, reduced excess inventory 


and increased our output.” 


Keysort cards keep tabs on Sperry’s inventory of raw 
materials, work in progress and finished goods; its labor 


“Keysort 


Keysort requires no special office personnel (any clerk or 
typist can pick up the Keysort method in next to no time) 
and no costly machine installations. That makes Keysort 
the most economical method there is for Por up- 
to-the-minute reports. 


Keysort’s pre-coded punched cards solve record-keeping 
problems for management in every kind of business, save 
time, money, work, worry. 


There’s a McBee representative near you. He’s trained to 


study management problems (like your own) and give 


and work load scheduling; its progress and movement 


control; its inspection. Keysort cards are used to produce 
cost summaries and management reports. 
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. MAIL THIS COUPON TODAY 
The McBee Company * 295 Madison Ave., New York 17,N.Y. 


We’re interested in knowing how KEYSORT can improve 


PAYROLL AND 
LABOR COSTING 


oO MATERIAL COSTING 


: AND INVENTORY CONTROL 

ORDER PRODUCTION 

C] ANALYSIS CONTROL L] : 
Le LO. 8S on 
ADDRESS a 
es ern o 

i BY_ NO. OF EMPLOYEES___ 





ti ca encase daallaaea 


(Circle 929 for more 








straight answers on McBee’s ability to solve those prob- 
lems. Ask him to drop in. Or mail the coupon below. 


THE McBEE COMPANY 


Sole Manufacturer of Keysort—The Marginally Punched Card 


295 Madison Avenue, New York 17, N. Y. 
Offices in principal cities. The McBee Company, Ltd., 
11 Bermondsey Road, Toronto 13, Ontario. 
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There is Only One 
Satisfactory Answer to 


“The Coffee Break” 


THE 


BAR 





The One Proven, Com- 
pletely Automatic, Coin 
Operated Hot Coffee 
Vending Machine Serves 
Each Cup Freshly Made 
according to your choice 
—black, with cream or 
sugar or both. 


THE COFFEE BAR installed 


in your plant will: 


© IMPROVE MORALE 
® REDUCE ABSENTEEISM 
© INCREASE PRODUCTION 


© HELP PREVENT 
ACCIDENTS 


DECREASE LABOR 
TURNOVER 

AND Drastically Reduce 
the Time Lost As Compared 
with Any Other “Coffee 
Break’’ Method. 


NEARLY 15,000 COFFEE BARS are now in Industrial and 
Office locations throughout the country—this is over 60% 
of all Hot Coffee Vending Machines now in operation. 


COFFEE BAR service is available in your plant through 
your local Vending Machine operator. We will gladly have 
him contact you if you will write: 


THE BERT MILLS CORPORATION 


Box 374 ¢ St. Charles, Illinois 
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made possible through the elimination 

of overhead and direct labor costs. 
Profit from the machines is either 

turned over by the company to em- 


ployee welfare or benefit funds, or 


else prices are reduced accordingly to 
eliminate a profit. At Franklin Stores, 
10°, commission goes to the employees’ 
welfare fund, while the company’s 
profits at Lumbermens go to the 
Women’s Club treasury. 

One major oversight concerning 
coffee breaks was responsible for an 
unhealthy employee situation at a large 
commercial credit company employing 
hundreds of women. The company in- 
stituted a coffee break recently for its 
employees, installing an adequate sup- 
ply of coffee machines in several lounge 
areas throughout the building. After 
several months’ operation, management 
had the machines removed and dis- 
continued the break, claiming that the 
girls took too much extra time at the 
coffee ‘‘bars’”’ smoking. This undue ac- 
tion on the part of the company led 
not only to discontented employees, 
but to much greater abuse of the 
lounge area privileges. The problem 
was distinct and separate from the cof- 
fee break. The company did not allow 
smoking in the office area, so that girls 
were forced to go to the lounge to 
“orab a smoke.” Because of this, a 
prejudiced management falsely blamed 
the coffee break for an increase in 
smoking during office hours, while as 
a matter of fact, the coffee break acted 
as a control, since the employees were 
away from their desks only once in- 
stead of a continual “going out for a 
smoke.” 


Feeding trends in the future 


Considering that a decade ago, auto- 
matic coffee machines were a rarity, 
while there are close to 30,000 ma- 
chines on location now, it seems that 
coffee machines are setting a pace for 
other in-office feeding. Pastries, cookies 
and sandwiches are both complement 
and supplement items to coffee and 
often are added after a coffee machine 
has proved its success. In keeping with 
the current trend toward automation 
in the plant and office, automatic food 
merchandising shall undoubtedly pace 
its companion operation in the busi- 
ness fields. m/m 













NO USE 
LOOKING, 

OSCAR YOU 
AN'T SEE MY 
PAYCHECK 

Zz, HRovGH THIS 


“OUTLOOK” 
ENVELOPE! 







PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck “Outlook”? Envelopes are abso- 
lutely opaque. Essential 
when wages are paid by 

WRITE TODAY! check. Nothing shows but 
the employee's name. This 
improves personnel rela- 
tions. 

Send for Samples 


and Prices Today 


ns : 


QUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Bivd., Chicago 7, Illinois 
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ON THE BOTTOM” 
urtthe old-style Filing toldus 


“GLIDE EM AT 









FASTEST, 
EASIEST 
FILING 

EVER! 








PENDAFLEX 
HANGING FOLDERS 


Oxford Filing Supply Co., Inc 
88 Clinton Road, Garden City, N. Y 
Please send free Pendaflex catalog to 


NAME 





STREET 











CITY 
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Evans 


GATHERING RACKS 
and SPEEDY JOGGER 





‘ 


COLLATE FASTER 


@ 3,500 sheets an hour easily gathered by 
one unskilled worker, maintaining pace with- 
out fatigue. Racks are aluminum, with 6, 12 
or I8 sections, each holding 500 sheets at 
inclined angle. Racks are non-skid while in 
use; collapse for setting aside. 

@ JOGGER is aluminum, and fits on end of 
any TU Rack. Gathered sets are dropped 
criss-cross into Jogger. As hand lifts forward 
to resume gathering, handle is tapped—and 
sheets jog into neat sets ready for removal. 
GUARANTEED to produce QUICKER and 
MORE ACCURATE results than any other col- 
lating aid on the market. 


SHOWN: |2-section TU Rack with Jogger. 
Rack is $16.50—Jogger $10.00. (7 other Racks 
from $10.00 to $25.00). 


See Your Dealer or Write 


Evans Specialty Co., Inc. 
421 N. Munford St., Richmond 20, Va. 











(Circle 917 for more information) 





You Get Things Done With 
Boardmaster Visual Control 


S aaee 








yw Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

yw Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

w Simple to operate—Type or Write on 
Cards, Snap in Grooves 

vy Ideal for Production, Traffic, inventory, 
Scheduling, Sales, Etc. 

% Made of Metal. Compact and Attractive. 

Over 50,000 in Use 


Complete price $4g50 including cards 
24-Page BOOKLET NO. M-100 
FREE Without Obligation 


Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 


a aan to Ady : 
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Employee benefits 


increase labor costs 


eee |r inge benefits have 
become an increasingly important 
and growing “unknown” in manage- 
ment’s wage equation. The Associat- 
ed Industries of Cleveland (AIC) has 
been making periodic surveys of lo- 
cal businessmen to determine fringe 
benefit costs to management. Two 
years ago, the average cost per com- 
pany for all employee fringe benefits 
was $.2477 per man hour. Today, 
the average cost per company for 
these benefits is $.3083. The greatest 
increase in hidden payroll costs oc- 
curred in the smaller companies em- 
ploying 1 to 100 employees, which 
today adds up to $.3220 for fringe 
benefits, more than a 10c per hour 
increase since 1951. Profit-sharing, 
insurance, bonuses and pensions are 
the major items in the considerably 
increased cost of employee benefits 
in these smaller companies. — In- 
creases in the larger companies em- 
ploying more than 1,000 employees 
were limited under wage regulations, 
as their benefits usually exceeded the 
community average. Two years ago, 
the average cost of employee fringes 
in the larger companies was $.2936; 
it is now $.3054, a very small in- 


crease for a two-year period. m/m 














So ne ae “a - 

Nobody likes it, but everybody in business has to take it—so 
your paperwork might just as well be as palatable as possible. 

Wherever more than two copies of any business form are 
needed, there’s a far better than even chance that Colitho Offset 
Duplicating Plates are the way to get better copies faster, more effi- 
ciently—at a substantial saving. As part of a form, Colitho Plates 
produce up to thousands of original-like copies in a matter of minutes. 

Colitho Plates are outstanding in the offset duplicating field— 
good for long runs, re-runs—easy to use and adaptable to every type 
of business form. Colitho Plates put new vitality and economy into 
office and plant procedures—eliminate costly retypings and transcrip- 
tion errors. 

For you to learn the facts about Colitho Plates is worth your 
risking a three-cent stamp. Use the coupon to get your copy of the 
Folio of Colitho Application Ideas. 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 






Colitho Division 
COLUMBIA RIBBON AND CARBON MFG. CO., Inc. 
116 Herb Hill Road, Glen Cove, New York. 
O. K.! Send the Folio of Colitho Application Ideas. 
Name 





Company 





Address. 








City Zone State 











(Circle 911 for more information) 











There's An Easier 


Way To Dolt... 





call RECORD CONTROLS! 


No need to over-tax your file help— 
accessible, well organized records save 
many hours of valuable time for both 
worker and executive. We offer a prc 


tassional ervice that treamlines your 
ffice filing system—using your equip 
ment to illustrate our points 

ry F ; 

Jurs is 9 nationally known, skilled 


method for developing efficient record 
systems. We do not sell equipment or 
supp ie . 

Write or phone us—one of our 


experts is available for consulta- 
tion. 


RECORD CONTROLS, INC. 


209 South La Salle St., Chicago, Ill. 
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ADDRESSING 
MACHINES 


offer you the only competition you can find 


in the Addressing Machine industry. 


Consult your yellow telephone book or write 


to The Elliott Addressing Machine Co., 
150C Albany St., Cambridge 39, Mass 
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High costs of medical care: 


8,000,000 families 
go into debt for 








nually are obliged to 


edical needs. 


families have medica! bills 


ar on illness. 


The University of Chicago's recent survey 
of medical costs 


Editor's Note: This article is extracted 
from a statement delivered to the Com- 
mittee on Interstate and Foreign Com- 
merce, House of Representatives, Con- 
gress of the United States, January 21, 
1954. 


SURE IERRRRIC s2 
The annual survey is 


sued by the Health Insurance Council 
entitled, “Accident and Health Cover 
age in the United States,’”’ as of Decem 
ber 31, 1952 shows that at the end ol 
that year 91,667,000 people had some 
sort of hospital expense coverage; that 
73,161,000 people had some sort of 
surgical expense insurance; that 35, 
797,000 had some sort of medical ex: 
pense protection. These statistics have 
great significance in any discussion of 
the problem of national health. 

Early in 
large number of cases among our em 


1952, after examining a 


ployees and their families, we came to 
the conclusion that while we had de- 
veloped as complete and comprehensive 
a hospitalization and surgical plan as 
any that were offered in the market, 
that even though we were pioneers in 
the extension of coverage provided by 
such plans, all too often we came face 
to face with a situation where an em 
ployee, because of sudden illness or ac- 
cident within his family, would be on 
the verge of bankruptcy or at least 
ready to hock the future of his children 
to meet the emergency. All too often 
we found it necessary, as employers, 
either directly or through some sort of 
welfare fund arrangement, to perform 
an act of charity and come to the 
rescue, or even worse, to “‘pass the hat 
around.” All too often we found that 
our wonderful hospitalization and sur- 
gical benefit plan fell entirely short of 
the mark and offered no benefit at all 
under certain circumstances. 

There obviously was a great void in 


A report to top management on 


Major medical 


the set-up. We came to the conclusion 
that we were not providing a full meas 
ure of security to our employees against 
the financial ravages of illness and ac- 
cident and that our employees and 
their families were still open to the 
financial knockout punch caused by 
such contingencies. We then examined 
all of the major items of medical cost 
and analyzed each in the light of: 


1. The effect of these costs on the 
financial stability and the ability 
to pay by the average income 


family. 


2. What forms of insurance pro 
tection were already available and 
if such forms of protection were 
adequate to meet the needs of 
our employees in the light of 
modern medical practice. 


We realized that in the areas of the 
costs for hospital room and board and 
other hospital charges and for surgical 
fees, subject to the limitations outlined 
and discussed in detail later in this 
statement, our existing plans were ade- 
quate and did in some measure meet 
the problems created by such costs. 
However, in the area of medical fees 
for non-surgical services in and out of 
the hospital, neither our plan nor any 
existing insurance plan attempted to 
provide the needed protection so as to 
enable the average family to obtain 
whateve1 
without bankrupting that family unit 


medical care was necessary 


and mortgaging its future. This same 
conclusion was true when applied to 
the cost of special nursing care and the 
renting or purchasing of outside medi 
cal services and supplies. 

What was needed to round out ow 
program was a pian that would provide 
protection against those large costs for 
medical care in and out of the hospital 


that were not covered under the exist 
ing forms of insurance, yet which could 
be set up on a sound financial basis at 
reasonable cost, so that all of our em 
ployees, at all income levels, even the 
lowest, could afford to avail themselves 
of its benefits. 

Keeping these basic principles in 
mind, we, together with our insurance 
carrier, proceeded with the develop 
ment of such a plan of Major Medical 
Expense Insurance. This type of plan 
has recently been referred to by many 
as ‘catastrophe medical insurance” o1 
some such name to indicate that it was 
intended to provide coverage against 
unusual, sudden costs arising out of an 
accidental disaster. We believe that the 
use of the term “catastrophe” is mis 
leading, since the type of plan we were 
trying to develop was one that would 
provide protection against the cost of 
medical care, all types of medical care, 
where such costs were major within the 
definition of our plan and the nature 
and extent of which could create major 
financial burdens and possible distress 
upon all income groups. 

We first established the basic prin 
ciples that this plan did not intend no 
was it socially or economically feasible 
to include the cost of every headcold, 
headache or other run-of-the-mill type 
of illness, the cost of which was consid 
ered everyday “going overhead” — the 
shoe repair, grease job type of cost. We 
accepted the thesis of “deductible” 
which has long been established in the 
field of automobile insurance and other 
fields of general insurance. This de- 
ductible had to be large enough to 
eliminate the run-of-the-mill cost de- 
scribed above, yet it had to be low 
enough not to prove burdensome to 
any income group, not even the lowest. 


After a great deal of thought, we set 


methods 








expense insurance 


by Benjamin Lorber, Director of Insurance 


Universal Pictures Co., Inc., New York 


this deductible at $100 in any one 
disability, as defined. 

We then came to the second basic 
principle —that of a partnership be- 
tween the insured employee and the 
plan. We made the plan the senior 
partner in all costs—and the plan pays 
75% of all such medical costs. ‘These 





two principles, that of a nominal, 
salutary deductible and a reasonable, 
sensible co-insurance factor are the 
foundation of the plan. We then pro- 
ceeded with the structure and ex- 
amined each element of medical cost 
to determine where, if at all, such ele- 
ment of cost fitted into the picture. 

First to have our attention was hos- 
pital room and board and_ hospital 
charges for additional services other 
than room and board. 

An examination of these costs across 
the country indicated that the average 
room and board charges for semi-pri- 
vate facilities were in the neighborhood 
of $15 to $16 per day. We also found 
that private facilities were available, 
particularly in the larger cities, at 
varying rates up to $60 per day for 
deluxe suites. This enormous gap in 
cost of hospital facilities from $15 per 
day to $60 per day highlighted one of 
the basic questions that must be an- 
swered and which should be faced to a 
greater or lesser degree in each of the 
areas of medical costs; namely, can we 
set up a plan that would permit the 
selection of $60 per day facilities and 
have such selection and consequent 
cost paid for by the major medical 
expense plan? 

Obviously, we came to the con- 
clusion that there was no way in which 
the $60 per day facility could be in- 
sured. There was no sociological, eco- 
nomic or medical reason to provide in- 
surance for room and board facilities 
beyond those which the person in an 
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income bracket of less than $10,000 an- 
nually would normally use if he were 
paying the entire bill himself. We, 
therefore, decided to change our exist- 
ing hospitalization plan to a $12 per 
day room and board benefit. We ex- 
tended the period of coverage from 31 
days to 180 days and after careful study 
we were convinced that in more than 
98% of the hospitalized cases such a 
period of coverage was adequate to 
meet any catastrophic contingency o1 
medical requirement. 

In the area of hospital charges for 
services other than room and _ board, 
which include operating room, anesthe- 
sia, X-ray and laboratory examination, 
drugs and medications, etc., we felt 
that that patient was not in a position 
to make any selection whatever as to 
type, quantity, frequency, or cost of the 
services listed above and that the cost 
for such services in a large measure 
were standard as to a particular hos- 
pital and would not, to any material 
extent, be influenced by the presence 
or absence of insurance protection to 
pay for such costs. 

We, therefore, after careful examina 
tion of a large cross-section of hospital 
cases, came to the conclusion that an 
allowance of $1,000 for case room fees 
in any one hospital confinement was 
tantamount to an unlimited benefit for 
such costs and in the great preponder- 
ance of cases was adequate. We, there- 
fore, adjusted our existing hospitaliza 
tion plan to provide $1,000 benefit for 
case room fees for each disability. 

We then excluded from the ‘Major 
Medical Expense Plan” all hospital 
charges, since they were adequately 
taken care of on a catastrophic basis by 
the Adjusted Hospitalization Plan. 

We next gave our attention to sur- 
gical fees (in and out of hospital). This 
was the most crucial area of medical 





ee cctemmnna ae teteene, 



















































In less than | minute... 
for less than 2 cents! 


That’s all it takes to copy a letter with the 
Bambino, the new small Ozalid® machine for the 
office. The Bambino saves hours spent in 
retyping for carbons, frees your stenographers and 
typists for more important jobs. 

This handy office appliance has scores of 
uses; can make extra copies of reports, 
statements, invoices, orders, lists, bulletins, 
even penciled memos—speed communication, 
get things done faster. 


THE BAMBINO copies anything typed, printed 
drawn, or written on translucent paper, up 
to nine inches wide, any length. Reproduces 
instantly on chemically coated Ozalid paper, 
film, or fabric, at high speed and low cost— 
without stencils, plates, inks or developing 
solutions. And delivers clear, dry copies. 

Economically priced at $410, the 
Bambino shortly pays for itself in even 
a small office. 

Call the nearest Ozalid distributor 
(see phone book) for a demonstration, 
Or write for free brochure to 
52 Ozaway, Johnson City, New York. 

OZALID—A Division of General Aniline 
& Film Corporation... From Research to Reality. 

In Canada, Hughes Owens Company, Ltd., Montreal. 








copying machine for the office 
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NOW! Make Any Number of Shipments Against 





One Master Order Without Typing Invoices! 


New Copyflex approach to order-invoice operations 





Translucent sheet from fac- 
tory order set (made from 
customer's purchase order 
specifying threeshipments). 
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Take a good look at the diagram above. It 
shows how Bruning Copyflex can save you 
thousands of dollars and speed billing—by 
eliminating costly, time consuming tran- 
scription in invoicing. 

This new approach applies not only to 
pre-scheduled multiple shipments but to 
those shipments involved in back orders 
caused by unforeseen circumstances. 

Once you’ ve installed a Copyflex Factory 
Order-Invoice system, there’s no need to 
re-transcribe either the original factory 
order set or the invoice set, whether two 
or a hundred shinments are involved. Re- 
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Quantity shipped, exten- 
sion, etc. is marked on first 
reproducible Copyflex 
copy made from original 
factory order. 
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Quantity shipped, exten- 
sion, etc. is marked on sec- 
ond reproducible Copy- 
flex copy made from orig- 
inal factory order. 
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Quantity shipped, exten- 
sion, etc. is marked directly 
on translucent sheet from 
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eliminates invoice typing where multiple shipments 
are involved—cuts costs and errors, speeds billing! 


Additional copies needed 
for invoicing first shipment 
are made in Copyflex 
machine (from reproduc- 
ible copy). 
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Additional copies needed 
for invoicing second ship- 
ment are made in the 
Copyflex machine (from 
reproducible copy). 
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Additional copies needed 
for invoicing last shipment 
are made in the Copyflex 











3rd factory order set. machine (from translucent 
Es heet). 
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producible copies of the order, made in 
seconds in your Copyflex machine, serve 
as invoice masters . . . the quantity shipped 
is marked on the copy, which is then 
priced, extended, and totalled . . . then ad- 
ditional copies are run off for use as in- 
voices and for internal distribution. 

No special, complicated paperwork—all 





























that’s required is that one copy in the set 
of multiple forms you are now using (snap- 
out, continuous, etc.) be printed on trans- 
lucent paper. Equally important, Copyflex 
involves no typing of masters or offset 
plates, no messy inks or carbons. Its sim- 
plicity and cleanliness make it ideal for 
office use. 


Write today—every day you delay, you're wasting time and money 


if you are typing invoices against multiple shipments! 





Charles Bruning Company, Inc. 
4700 Montrose Avenue, Chicago 41, Ill., Dept. 404 


Please send me free booklet on Copyflex and full particulars 








a 
Copies anything typed, written, 
printed or drawn on ordinary Cit 
translucent paper —in seconds. my 


about how Copyflex solves copying problems. 











Name Title 
Company 
Address___ 

__Zone State__ 
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expense and one which has seriously 
troubled all underwriters in the field 
of health insurance. Here was an ele- 
ment of cost that had no standards, 
which could vary, for the same service, 
from a charge of $100 to $2,000 or 
more; that was predicated in a very 
large measure, not upon the type of 
service rendered but most usually upon 
the patient’s ability to pay and _ his 
available financial resources. How 
could one determine how much an ap- 
pendectomy was worth? Was it worth 
as much for a person earning $5,000 a 
year as for a person earning $15,000 
per year? Untortunately, there is no 
fixed pattern or standard and there is 
no way to apply a formula. 


In planning the set-up of our major 
medical expense plan we examined 
about five hundred surgical claims in 
all areas of the country. We eliminated 
from our survey the claims submitted 
by people whose earnings were in ex- 
cess of $15,000 per vear. We also elimi- 
nated the claims of those people whose 
earnings were $5,000 or under per 
year. We, therefore, obtained a cross- 
section of surgical fees charged for al- 
most all types of surgery (whether per- 
formed in or out of the hospital) for 
people in an income bracket of be- 
tween $5,006 and $15,000 annually. 

Excepting for a few types of surgery, 
we found that to a large degree the 
benefits provided in what is commonly 
known as the “$300 Surgical Benefit 
Schedule” paid for between 65°% and 
75% of the surgical bills. This survey 
also disclosed that in a majority of 
surgical cases, the surgeon geared his 
fee to the benefit provided under the 
insurance schedule. Recognizing this 
indicated practice, and with tongue in 
cheek, we increased our schedule to a 
$350 maximum benefit. The purpose of 
this change was to attempt to bring the 
schedule up to the level of 75°% of the 
average bill. 

We then excluded all surgical fees 
from our Major Medical Plan and thus 
eliminated one of the greatest dangers 
to the solvency of the plan. 

We are convinced that in keeping 
surgical benefits on a scheduled basis 
we were not prejudicing the position 
of the insured person nor were we, in 
a great preponderance of cases, failing 
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to provide the adequate and needed 
protection. Our experience in the 
operation of our plan has proven this 
conclusion sound. 

The plan has now taken shape. We 
said and proclaimed it loudly, without 
fear, that any and all medical bills for 
all illnesses, without exclusion, in ex- 
cess of $100, would be paid for by the 
plan to the extent of 75% thereof up 
to a maximum of $5,000. After study- 
ing more than 100 existing major medi- 
cal expense plans (both those written 
on an individual basis as well as those 
established on a group basis) and after 
examining the operation of many of 
the so-called service type plans, I am 
very proud to report that our plan 
is one of the very few that does not 
contain a single exclusion as to type 
of illness. 

There has been much shaking of 
heads and signs of warning as to the 
dreadful things that would happen to 
our plan if we included psychiatric 
treatment, or treatment of alcoholism 
or drug addiction, but we maintain our 
firm position that if it is an illness, 
any illness, without exclusion or limi- 
tation, treated by a qualified physician, 
the cost of which exceeded $100, we 
would take 75% of all such bills up to 
the maximum of $5,000. 

In summarizing our Major Medical 
Expense Plan, may I say that this plan 
provides reimbursement for regular 
and customary charges, within the 
limitations of amounts indicated above, 
resulting from any non-compenisable 
injury or disease for: 


1. Medical treatment by a legally 
qualified physician—in or out of 
the hospital. 


2. Private duty nursing by a regis- 
tered graduate nurse ir or out of 
the hospital. 


3. Services and supplies when 
not confined in a hospital such 
as: rental of iron lung or other 
mechanical equipment, rental of 
hospital-type bed, oxygen, and 
rental of equipment for the ad- 
ministration of oxygen,  pros- 
thetics, braces, crutches, X-ray 
examination (other than dental 
X-rays), anesthetics and the ad- 
ministration thereof and/or ther- 
apeutic services and supplies. 


(next page, please) 
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* Fire can’t burn any of the 
records in this office 


... ALL ARE PROTECTED BY UNDERWRITERS’ LABELS 


OU are locking here at no ordinary 

office scene. The difference is a new 
means of record keeping, now revolu- 
tionizing office methods—fire protec- 
tion for all records right where they are 
being used. 

This modern ‘“‘time-engineered”’ 
Shaw- Walker equipment not only gives 
right-on-the-job fire protection during 
working hours when most fires (55%) 
occur, it pays for itself by saving time 
and space. All of the savings from this 
efficiency go directly into profits. 


“Built Like a 


Skyscraper’ 





Save steps, hours- and maybe your business” 

























VW- ALKE Largest Exclusive MaXars of Office Furniture and Filing Equipment in the World 
‘ Executive Office: at Muskegon, Michigan—Branc.es and Exclusive Dealers in All Principal Cities 
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EACH DRAWER A SAFE! In this mod- 
ern, good looking Shaw-Walker fire- 
proof equipment, fire walls stand 
between your irreplaceable records 
and possible destruction. Fire-File, 
with corner cut away shows: Thick, 
steel-walled steel-reinforced fire insu- 
lation on all six sides of each drawer. 
Vault-like interlocking drawer front. 





Shaw-Walker makes 46 different thing for the office except machines— 
types of this time-saving, fireproof each “time-engineered” for the needs 
equipment— Desks, Fire-Files, Post- of every job and worker. 
ing Trays. In them your records will So if you are modernizing or setting 
be completely safe, always ready for up a new office, make sure you use 
instant use, even after a fire. Youcan’t Shaw-Walker throughout. It will help 
afford to gamble—57% of the busi- you stretch time—the most critical 
nesses who lose records in fires never factor in business today. It may save 
fully recover. your business! 

Shaw-Walker has been helping 
American business save time and step THE BOOKLET, “TIME AND OFFICE WORK” is packed 
up office output since 1899. There are with ideas for arenes office one. b peor vet 
4,000 Shaw-Walker products—chairs, information on “imeensinceral” ofr aor 
desks, filing cabinets, Fire-Files, loose- tions! Write today, on business letterhead to: 
leaf and payroll equipment — every- Shaw-Walker, Muskegon 12, Michigan. 





(Circle 942 for more information) 
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“Let's talk 
systems” 


with 


an ‘employee’ not on the payroll 


r 

j= BUYER of forms who may have other jobs can't 
always keep abreast of improvements and economies in 
form designs, constructions and applications. In cases 


like this the Moore man, who designs many systems 


and has newest methods and 


tips, is often a substantial help. In the improvements 
worked out below he practically earned the title of an 


‘employee’ not on the payroll. 


The case of the PEAK LOADS 





3-part Moore 
Picking Ticket 


marginal punched 


3-part 
Moore 
Invoice 


continuous interleaved 


The Problem: A sportswear manufac- 
turer scheduled production on his cur- 
rent sales orders, and had the staff 
handpost quantities and colors to a 
cutting requirements order. Sizes had 
to be estimated. In peak seasons the 
posting got so heavy that color break- 
downs couldn't be properly maintained. 
Shortages in some colors and_ sizes 
brought cancellations; surpluses in 
others brought distress sales at give- 
away prices. The operation should 
have been a healthy one; bad paper- 
work made it sick. 


The System: An electric accounting 
machine is the heart of the system. 
Pre-punched header cards containing 
customer specifications are used to run 
off the 3-part Moore Picking Ticket. 
From this each order can be picked 
and filed, as well as invoiced. The in- 
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facilities at his finger 


(Advertisement) 


voicing is done on the 3-part Moore 
invoice. Part #3 of the Picking Ticket 
is a control copy, a valuable addition 
for management. 


Savings and Gains: Control is de- 
pendable and information is available 
for numerous reports that can be 
compiled quickly—sales analyses; 
sales performance; sales credits; net 
customer invoicing; customer credit 
memos; accounts receivable; discount 
accounts; control tapes, etc. Records 
are correct; budget information is 
exact; bottlenecks have been elimi- 
nated. A smaller staff does the new job 
better. The manufacturer believes he 
has the “‘best system” in his industry. 


The case of the PARTIAL SHIPMENTS 






9-part 
Factory Order 


The Problem: Shipping had to go 
through the routine of writing a new 
set of forms every time a partial ship- 
ment was made. This made the work- 
load needlessly heavy. There were 
errors in transcribing, resulting in a 
system that was inefficient and 
unsatisfactory. 


The System: It uses modern tools and 
applications to streamline the opera- 
tion for efficiency — such as continu- 
ous construction, electric Formswriter, 
newest type carbonizing inks and 


(Circle 932 for more information) 








paper, transparent Whiteprint maste1 
and mechanical reproduction. 


Parts as follows: #1 Original; #2 Plan 
ning; #3 Order Acknowledgement; #4 
Billing; #5 Whiteprint master; #6 Pro 
duction; #7 Checking; #8 Salesman; 
#9 Store copy. A factor in systems 
improvement is the Whiteprint master 
copy (45) which runs off, on an Ozalid 
machine, as many copies as are needed 
for each order. 


Savings and Gains: Several methods 
of copy transfer are used to advantage 
—one-time carbon; Ozalid master; car- 
bon opaques. Economy is realized with 
non-interleaved forms for most parts. 
As many copies as are needed are 
quickly made — and, for partial ship- 
ments, in advance. There's a uniform 
and consistent flow of orders through 
the plant, with complete control in Bill- 
ing, Shipping and Manufacturing. 





cs. MAN can't think of everything. 
At least he may not be able to keep 
abreast of latest applications and de- 
velopments. Many companies like to 
consider the Moore man an ‘employee’ 
not on the payroll, adding to their fund 
of knowledge on the subject. You can 
call in the Moore man whenever you re 
ready and, meanwhile, ask Moore 
headquarters to send you samples of 
improvements in your field. Use the 
card tagged in, or write Moore Business 
Forms, Inc., Niagara Falls, N. Y., Den- 
ton, Texas or Emeryville, Calif. 





In preparing a paper on the sub 
ject for Best’s Insurance News about 
one year ago and only after four 
months of experience with the plan 
I said, “We have set forth the fol- 
lowing rules as a test to determine 
whether an item of medical expense 
comes within the purview of the 
plan: 


1. Is it an item of major expense 
for medical care? 


2. Is there a social or economic 
reason other than that “it is con- 
venient and a good thing to get” 
for the assured to be reimbursed 
for the expenditure within the 
principles set forth? 


3. If there is such a social or eco 
nomic reason, how can we fit such 
an expenditure into the plan?” 


That is how Medical Expense In- 
surance works. I am happy to report 
that after sixteen months of opera- 
tion it has worked —it has done in 
every respect the job that we intended 
it to do, at a reasonable cost. We have 
not encountered any of the pitfalls that 
so many of the underwriting or ac- 
tuarial fraternities were afraid we were 
inviting. As far as we are concerned— 
sound major medical expense insur- 
ance is no longer an experiment, but a 
successful reality. 


Cooperation needed for success 


In conclusion, may I respectfully 
submit that the provision of adequate 
protection against the financial devas- 
tation resulting from a major illness 
or injury presents a serious challenge 
to management, labor, the medical pro- 
fession, to the insurance industry, and 
to government. 

To management I must say, that 
either on its own initiative or if its 
labor relations require cooperative ef- 
fort with organized labor, it must move 
forward and meet this growing and in- 
evitable challenge. It must take the 
initiative, it must use its good offices, 
administrative facilities and know-how 
to make it possible for the many mil- 
lions of Americans in all industry to 
take part in this great social develop- 
ment which eases the way for them to 
take care of themselves. m/m 


methods 
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How 


ents-less accounting 


saves money for Pan American 


THE ELIMINATION OF PENNIES IN ACCOUNTING OPERATIONS SIMPLIFIES RECORD KEEPING 


by John S. Woodbrige, Comptroller, Pan American World Airways, Inc. 


Cs To write down $372.92 
requires six pencil strokes besides the 
dollar mark; to write down $373 re- 
quires but three. If all transactions of 
less than a thousand dollars were re- 
corded in dollars only, half of the work 
of writing down the numbers, posting 
them, cataloguing them, analyzing and 
re-analyzing them and finally sinking 
them would be abandoned, with no 
loss of value anywhere in the cycle. Yet 
money would be saved! 

Cents-less consists of 
rounding out amounts to the nearest 
dollar as soon as they reach the books 
or records of original entry. This is 
coupled, in some cases, with ignoring 
the pennies in the detail and dealing 
with them “en masse” at the close of 


accounting 


the particular accounting operations, 
such as the end of the batch, the end of 
the day, the end of the week or the end 
of the month. 

The recording, distribution and con- 
trol of Pan American World Airways’ 
intricate international passenger tickets 
and cargo air waybills present an im- 
pressive problem, especially since a 
high percentage represents documenta- 
tion necessary for the actual collection 
of cash. Application of the “controlled 
tolerance (cents-less) accounting” prin- 
ciple saves over 25,000,000 key-punch 
strokes each year in this area on our 
tabulating operation alone, with con- 
tinued and collateral greater savings 
throughout the processing of 
documents. 


basic 


The rigid control of these documents 
is not lost, since the batches handled 
by the tabulating machines are per- 
mitted a maximum tolerance of 50 
cents per item over the pre-determined 
and controlled figure of each batch. 
The aggregate accumulation § of 
dropped pennies is reduced materially 
by pennies dropped in opposite types of 
transaction such as ticket refunds, 
ticket reroutings and billings by other 
air carriers for Pan American paper 
lifted by them. 

The tabulating machines in use have 
an automatic method of penny elimi- 
nation. A special wiring trips anything 
over 49 cents into the next higher dol- 
lar and passes over items under 50 cents 


In our accounting, pennies are 








Others say "cents-less is sensible" 


“The use of exact figures in accounting 
is only a recording device. Well over 75% 
of the larger companies no longer publish 
statements which carry figures beyond the 
decimal point. Dravo Corporation in Pitts- 
burgh has reported savings in clerical ac- 
counting salaries, directly attributable to 
penny elimination, in excess of ten percent. 
Time Incorporated has found that cents- 
less accounting alone has resulted in sig- 
nificant reductions in statement prepara- 
tion time and the elimination of closing 
overtime. A general lessening of errors is 


a by-product benefit which cannot be 
ignored. With 40% fewer digits, errors can 
be more easily picked out in three-column 
figures. In a year’s time and on 115 million 
dollars of transactions, Dravo reports an 
accumulated variance of $306.32. On a 
similar volume, the net variance at Time 
Incorporated is less than $100 after a year’s 
operation.” Robert H. Birkhold, in THE 
CONTROLLER. 


“Bethlehem Steel was one of the pioneers 


in accounting in whole dollars and has 
been using this system since 1928. Book- 
keeping oprations have been simplified, 
month-end loads eased and the volume 
of clerical work reduced. In 1950, Lever 
Brothers introduced the ‘“even-dollar’”’ sys- 
tem. Only a very small balance in the 
fractional currency account is run up. In 
the first three years of operation, only $132 
from the fractional currency account was 
written off to Profit & Loss.” F. W. Peart, 
Asst. Comptroller, Lever Bros. Ltd., in 
BUSINESS MANAGEMENT Magazine. 
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“| just closed a 414,000 order 


(thanks to our Todd Disburser)” 


With the hours that he used to spend signing checks by 
hand, one executive built up contacts and sales among a 
group of key customers. 

Another uses his time to cut costs and increase his com- 
pany’s efficiency. 

A third devotes his attention to costly and knotty dis- 
tribution problems. 

It’s productive time now—for management, stock- 
holders and employees. Executives are making decisions no 
one else can make, instead of doing the work that a machine 
can do faster and with much greater control and safety. 

The Todd Disburser is three machines in one. It dates 
automatically. It controls and counts every signature. It 
shreds amount lines into check fibres with indelible ink. 

To get all the facts—mail the coupon. It may be one of the 


most important things you've ever done for your company. 





——— se | 

| 

| Dept. MM, Rochester 3, N. Y. } 

| Please have your representative telephone me for an 

i appointment. 

| Name of firm 

| COMPANY, INC. i 

| City a Zone State 

' Todd ' 

| Telephone & 

ROCHESTER NEW YORK 

By vee SALES OFFICES IN a) PRINCIPAL CITIES 

a a séainae Wauitee sas tiles Se DISTRIBUTORS THROUGHOUT THE WORLD 
(Circle 948 for more information) 





rounded out to the nearest dollar in 
accounting operations originating in 
manual recording, such as the conver- 
sion into United States currency of ac- 
counting items created in the cur- 
rencies of the dozens and dozens of 
foreign served by Pan 
American. In this type of operation, 
the breakage is minute, consisting of 
many pluses and as many minuses. 


countries 


Pennies ignored on bulk accounting 


In bulk routine accounting, such as 
in handling the millions of passenger 
revenue documents and Clipper cargo 
air waybills, where the first accounting 
operation is performed by a key-punch 
operator, the pennies are ignored com- 
pletely, as the operator should not be 
required to have the rounding-out 
process on her mind. Here the break- 
age is somewhat more significant, al- 
though still not large and is spread in 
total to the type of accounting trans- 
actions being handled. 


Pennies are counted when necessary 


Those facets of accounting transac- 
tions which require the exact recording 
of pennies (such as treatment of cash, 
accounts receivable, accounts payable, 
payrolls and other non-internal rela- 
tionships) can be dealt with readily 
through special treatment and are rela- 
tively unimportant as far as the num- 
ber of accounting motions is concerned. 

As a matter of fact, we apply the 
principle of quality control with cer- 
tain airlines with which we have much 
reciprocal inter-line business. Here 
both sides accept each other’s billings 
with pennies dropped and ignored, a 
predetermined and agreed flat sum of 
something less than 50 cents per item 
being added to the total of the bill and 
accepted without audit. This points up 
the value of originating controlled tol- 
erance accounting at grass-roots, upon 
the inception of the first accounting 
operation. By so doing, the full flavor 
is enjoyed. 


The rules for penny-elimination 


In rounding-off to the nearest dollar, 
the following principles are applied: 


a. Amounts ending in_ $.01 
through $.49 have all of the pen- 
nies eliminated. 





b. Amounts ending in $.50 
through $.00 are raised to next 
higher dollar amount. 


ce. The difference between “‘ac 
tual” amount and “rounded-off”’ 
amount is recorded in Civil Aero 
nautics Board Account’ No. 
185014—“‘Other Deferred Charges 
—Penny Elimination.” 


Whenever practicable, entries from 
source documents are segregated as be- 
tween those without pennies and those 
with pennies. Batch control is then 
established with the Tabulating Sec- 
tion on the basis of the segregated 
source documents as follows: 


Batch control on _ rounded-off 
amounts in the case of source docu- 


ments completely devoid of pennies. 


Batch control on actual amount in 
the case of source documents with 
pennies. 


In order to obtain the maximum 
benefits of keypunch relief and because 
certain balance sheet accounts must re- 
tain pennies, the keypunch section is 
divided into two categories as follows: 


Keypunches with skip bars provid- 
ing for the two digits in the penny 
amount field which receive source 
documents with pennies. 


Keypunches with skip bars not pro- 
viding for the two digits in the 
penny amount field which receive 
source documents without pennies. 


Extending penny-elimination 


Pan American is trying to persuade 
the air transportation industry to carry 
passenger tariffs and interline pro- 
rate manuals and tickets in round 
dollars. Airline tickets could then be 
issued more expeditiously and ac- 
curately and reporting requirements 
reduced to a realistic minimum. 


Introduction of controlled tolerance 
accounting in industry requires the 
discarding by progressive management 
of obsolete pin-pointing and an en- 
thusiastic acceptance of the new sys- 
tem by the accounting staff. This unity 
of effort cannot fail to prosper in hand- 
some reductions in clerical cost and im- 
provements in speed and efficiency of 
the accounting mechanisms. m/m 
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Gs Phe =(WWallace Barnes 
Company has been making springs 
for almost one hundred years. Owing 
to the nature of the spring business, 
operations must be conducted on a 
‘“job-shop” basis; i.e., manufacturing is 
“to order’ rather than a stock line of 
standard items. 

The combination of widely varying 
items and “job-shop” production has 
created many difficult problems of pro- 
duction order writing. For one thing, 
customers usually supply an engineer- 
ing drawing to aid machine operators. 
Drawings, or a facsimile, must accom- 
pany each order through the plant, yet 
remain on file in the event of a re- 
order. Also, about 150 to 200 orders ar- 
rive at our factory daily. Keeping track 
of each one, from the time it is re- 
ceived until the finished springs are 


All copies of the order file are reviewed, in- 
cluding the duplicating masters and overlay strip. 
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HOW A COMPANY MAKING A BROAD LINE OF PRODUCTS 
CONTROLS ITS COMPLICATED PAPER WORK 


shipped, becomes a formidable job 
when so many orders are involved. 


Based on six forms 

About a year ago, a detailed study of 
production order writing was con- 
ducted. Result: standard procedures 
for the flow of production paper work 
were set up throughout the plant. 

The new system is built around six 
control forms printed on colored pa- 
per. Orders are now acknowledged 
on white (customer) and yellow (sales- 
man) sheets. Material is requisitioned 
on two forms: light green for debit, 
dark green for credit. Two other 
copies go to the production control 
and internal sales departments. 

Re-designed forms were only part of 
the solution. The complete new order- 
writing system included: 
1. Special high-speed copying equip- 
ment. Order information is now 
copied directly on offset paper masters 
by a fast, simple and flexible xerog- 
raphy process. In some instances, ex- 
tra time is gained and control prob- 
lems simplified by preparing “overlay”’ 
masters. This technique is almost 
always used where a customer’s draw- 
ing must be included on the produc- 
tion control form as an aid to the man- 
ufacturing department, or where “vari- 
able” information appears on an order. 
2. New duplicating and multigraph- 
ing machines to receive the xero- 
graphically-produced masters 
and rapidly turn out order forms. 
3. Consolidated, standardized and 
The six 


paper 


pre-printed order forms. 
basic forms enabled them to discon- 
tinue using supplementary forms, re- 
writing information and attachments 
to production orders. In most cases all 
essential information appears on the 


“Writing production orders 


order form, thus conserving valuable 
file space, reducing paper stocks and 
simplifying record-keeping. 


How orders are handled 

When a new order arrives in the 
Sales Department, it is entered and 
checked against the customer’s record 
card. This card is attached to the or- 
der on hand and given to a salesman 
for pricing. After the price has been 
posted to both the record card and 
the new order, the order goes to the 
Product Engineering Department and 
the record is returned to the sales file. 

In Product Engineering, two dupli- 
cating masters are used. The materials, 
specifications and similar manufactur- 
ing information from the customer’s 
order are placed on one; the other 
bears a copy of the customer-supplied 
engineering obtained — by 
xerography. 

If, as often happens, the new order 


drawing, 


is simply a re-order, the two masters 
are already on file. In cases where a re- 
order contains corrections, the neces- 
sary revisions are made directly on the 
existing masters by erasing and pen- 
ciling-in the correct information. New 
masters are made only when there are 
major changes or if entirely new prod- 
ucts are being ordered. 

From Product Engineering, the or- 
der with both duplicating masters and 
the customer’s engineering blueprint, 
are forwarded to the Materials Con- 
trol Department. Here the availability 
of material is determined and inven- 
tory records are posted to show what 
should be taken from stock and what 
has to be bought outside. Necessary 
purchase requisitions are drawn up 
and sent to the purchasing department 
for action and the complete file folder 





Stop hidden drainage of petty 
cash expense. Stop wasting the 
time of your most valuable 
employees. Free yourself of 
troubles resulting from mis- 
managed keys with TelKee Moore 
Key Control. This foolproof 
arrangement for control of keys, 
which consists of key cabinets, 
system parts and instruction 
information, will make life easier 
for you and your staff. It's a cinch 
to install, simple to operate, and 
there's no problem about the 
cost. It actually costs you less 
for the complete system—a 
one-time purchase—than it does 
each year that you are without it. 


TELKEE & 


Moore Key Control Y, 


method for filing and controlling key 


Send for free catalogue MM-12. 


P. O. MOORE, INC. 
300 Fourth Avenue, New York 10, N. Y. 
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KS 
FOR MAPS AND CHARTS 


,} See your Office Supply Dealer 
perm GEORGE B. GRAFF CO. 
54 Washburn Avenue 
Cambridge 40, Massachusetts 
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Wait 
till you see 
how bright and 
clean every copy 
looks when ,, 


you use... / \ | 





HAMMERMILL’S | 


NEW BLUE-WHITE 
DUPLICATING PAPERS 


for mimeographing and spirit duplicating 





duplicating machines, copy after copy. 
Your printer can demonstrate how 
colorful printed headings stand out on 
these new papers. And he'll help you 
choose the right Hammermill duplicat- 
ing paper for your specificneeds. See him 
when it’s time to restock. For samples, 
write to Hammermill Paper Company, 
1499 East Lake Road, Erie 6, Pa. 


Nothing looks whiter to the eye than 
blue-white. That’s why these new, 
improved papers from Hammermill are 
just about the brightest duplicating 
papers you’ve ever seen! They’ll give 
you sharper, more arresting reproduc- 
tion jobs every time. And their many 
other outstanding qualities assure 
better performance over all your office 


HAMMERMILL MIMEO-BOND 
AND HAMMERMILL DUPLICATOR 


With its new blue-white look, famous HAMMERMILL MIMEO-BOND produces 
truly outstanding reproduction jobs. Its exclusive air-cushion surface enables 
it to absorb mimeograph inks more rapidly, without smudgy set-off—to 
produce 5,000 or more clean, legible copies from a single stencil. New blue- 
white HAMMERMILL DUPLICATOR Will turn out brilliant copies—that retain 
their brightness—on either spirit or gelatin-type machines. Both papers 
come in a wide range of handsome colors as well as the new blue-white. 


WHIPPET MIMEOGRAPH 
AND WHIPPET DUPLICATOR 











WHIPPET MIMEOGRAPH has now been 
given a sparkling new blue-white look. 
WHIPPET DUPLICATOR is a brand-new 
Hammermill paper—also made in a 
blue-white that commands attention. 
Both are an excellent value where looks 
of a job must be kept up and paper 
costs kept down. And bothhave uniform 
quality that is unusual at such low cost. 


Duplicating 
Papers 


ASK YOUR PRINTER TO SHOW YOU 
HOW PRINTED HEADINGS FURTHER 
IMPROVE DUPLICATING 
PAPER'S APPEARANCE 
AND UTILITY. 


No matter what type 
of material you repro- 
duce on your machines, 
it can be more effective 
with printed headings. 





Ask your printer to show you how reports, 
price lists, sales letters, charts, bulletins 
all become more arresting, and easier to 
prepare, with the proper masthead. 
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is sent to Planning and Scheduling. 

At this point, Planning and Sched- 
uling has enough information to go to 
work. The file folder shows if material 
is on hand or on order, indicates prices 
set and contains the masters ready for 
duplicating. Then at this point, they 
establish a delivery date, depending on 
materials status and machine loadings. 
This is entered in the folder along with 
anticipated delivery dates of materials 
not on hand. 


Ready for duplicating processes 

With all necessary preliminaries out 
of the way the entire folder is passed 
on to Duplicating where it is logged 
in and assigned a Wallace Barnes order 
number. Such items as the order num- 
ber, customer’s order number, shipping 
dates, part number and quantity are 
called ‘“‘variable” information. Variable 
data is typed on an “overlay” strip for 
subsequent positioning over the pro- 
duction order master. 

Typed overlays are placed in posi- 
tion on the master for the duplication. 
On the acknowledgment copies, a 
special cut ink form roller on the 
duplicator deletes all information ex- 
cept what appears on the overlay. 
These copies are sent to customers and 
salesmen in order to acknowledge re- 
ceipt of the production order. 

Another ink form roller is brought 
into position by simply twisting a 
knob. The remaining copies are dupli- 
cated from the same master, but this 
time they contain complete production 
order information. The actual number 
of production order copies required in 
spring manufacture varies from 13 to 
100 copies but their system of color- 
coding makes them readily identifiable. 

They've found that pre-printed forms 
on the reverse side of production or- 
ders are extremely helpful. The chief 
advantage is the elimination of sup- 
plemental forms. If control and pro- 
duction notes are put on the back of 
the production order in the first place, 
basic customer information need not 
be re-written to identify the extra 
paper. The extra paper itself, of course, 
is eliminated. Furthermore, all the in- 
formation stays right in the file folder 
for future reference when necessary. 

After Duplicating has run off all 
copies, the manufacturing form (white, 





LOOK INS 


... then decide! 


Fancy price tags don't make fine 
desks. But the “ID’’ trade-mark does! 
Any desk that wears it is a fine desk 

. constructed with care of selected 
woods for lasting durability . . . and 
designed with comfortable usability 
foremest in mind. Look for the “ID” 
symbol that certifies Indiana Desk 
quality. You'll find it in the middle 
drawer of every model .. . plus a 
price tag far more modest than you 
might expect. 


Before you decide on any 
desk, write for the name of 
: your nearest Indiana Desk 
: * dealer. 


intianu LAY LE 


JASPER, INDIANA « U.S.A. 
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THE NEW HEAVIER DUTY 


TIFFANY resten* STANDS 


FOR OFFICE MACHINES 


New square open-top design... 
means less machine noise ... 
greater flexibility. 


16x20" drop 
leaves afford . 
larger working 
surface. 


10 large reinforced corner 
braces and V-type cross 


brace between legs give 
extreme rigidity. 


Literature 
on request. 


Easier operating caster retracting device. 
Heavy metal castings cover casters... 
grip the floor and prevent accidents. 


Here’s the one stand that’s designed for heavier 
portable electrically operated office machines. 
Only Tiffany is ‘‘Ton-tested’’ to assure maxi- 
mum machine protection and give a lifetime of 
trouble-free service. 


AT BETTER DEALERS EVERY WHERE 


TIFFANY STAND CO. 


7350 FORSYTH «+ ST. LOUIS 5, MO. 
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with no pre-printing on the reverse REYNOLDS & REYNOLDS PRECISION MADE 


side) is put through a multigraph 


duplicator. The multigraph transfers ACCOUNTING MACHINE FORMS 

the customer’s drawing to the reverse 

side of this form, using the xerographic 

master on fie, .» ASSURE YOU OF MAXIMUM 
ACCOUNTING MACHINE EFFICIENCY! 


PERFECT REGISTRATION GUARANTEED ...Reynolds & Reynolds 
highly skilled specialists assure you of precision made accounting mae 
chine forms. 

QUALITY FORMS AT LOW COST... mass production and an exclusive 
new process make Reynolds & Reynolds the leader in accounting 
machine forms production. This know how and efficiency, gained 
through years of experience, saves you money. 

PROMPT DELIVERY .. . special high speed presses and systematic 
handling guarantees prompt delivery of custom made forms. A large, 
complete stock of standard forms is always ready for immediate delivery. 
COMPLETE SOURCE OF SUPPLY ... Reynolds & Reynolds can furnish 
binders, indexes, carbon paper, filing trays, stands and your other print- 
ing requirements, 




















Clerical and duplicating work is now 
completed. The entire file is returned 
to Planning and Scheduling for final 
review. Once reviewed and found in 
order, orders are scheduled for release 
according to customer requirements 
and machine availability. The manu- 
facturing form goes with the order to 
the machine, is returned and retained 
here when orders are finished. 


Results of the whole system 
Reorganization and modernization 
of our production order writing has re- 
sulted in substantial savings (running 
to thousands of dollars monthly), 
much-improved coordination of engi- 


Reynolds & Reynolds is 
headquarters for all Accounting 
Machine Forms! 


neering, manufacturing and adminis- 

trative activities and better customer 

service. In summary, the new pro- 

cedures: 

l. are faster, more accurate and _ less 
expensive than previous methods 

2. provide all administrative, record 
handling, production and_ service 
departments with comprehensive 





order information 

3. guarantee distribution of order 
copies on a plant-wide scale so all 
departments can function simul- 
taneously 

4. eliminate the need for attaching 





vital documents, such as original 
product drawings, to production 
orders 

». afford speedy acknowledgment of 
the customer’s order and supply im- 
mediate information on progress of 
an order to both management and 
customer 

6. consolidate and standardize control 








forms and _ eliminate unnecessary 
paper. m/m 





The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohio 


{REYNOLDS& REYNOLDS 








Please send me complete information on Reynolds & Reynolds : 
Accounting Machine Forms 
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MICROFILM 

EQUIPMENT 

the finest of its 
kind... made by 
MICROTRONICS 
CORPORATION 
and exclusively 
sold and serviced 
by PHOTOSTAT 
CORPORATION 


For over 40 years, PHOTOSTAT 
CORPORATION has manufac- 
tured, sold and serviced the finest of 
photographic copying equipment and 
supplies. They have been continuing 
years of successful service to Ameri- 
can business and the varied require- 
ments of Federal, State, County and 
Municipal governments, coast to 
coast. 

Today... more than ever before 
... PHOTOSTAT CORPORA- 
TION stands ready to serve you with 
photographic copying apparatus and 
material of the very highest quality. 
From the small Instant Copier to the 
large, completely automatic continu- 
ous models, you can be properly 
equipped to handle your particular 
needs most efficiently and economi- 
cally with the same permanent, error- 
less copies .. . erasure-proof, water- 
proof, and fraud-proof... that set 
the standard of good photographic 
copying the world over. 


PHOTOSTAT is 
the registered 
trade-mark of 
PHOTOSTAT 





You can 
always rely on 


PHOTOSTAT 


(REG. U. S. PAT. OFF.) 


the most 
valued name in 


the photo graphic 
copying field 






Yes ... the trade-mark “PHOTO- 
STAT”... wherever you see it... 
means the most efficient equipment 
and supplies for copying anything 
and everything that is written, 
printed, drawn, typewritten, blue- 
printed or photographed. 

We will welcome the opportunity 
to confer with you on your copying 
problems and to make specific rec- 
ommendations as to how you can 
best solve them... with worthwhile 
savings in time and money. 


WRITE US FOR FURTHER INFORMATION 


PHOTOSTAT CORPORATION 


301 STATE STREET, ROCHESTER 14, NEW YORK 


CORPORATION i Service offices in most principal cities and in Canada 
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How to recognize a 


POOR TELEPHONE TECHNIQUE IS EXPENSIVE—BUT EASILY 


by Boyce Morgan, Boyce Morgan & Associates, Consultants on Telephone Selling 


ee ew = businessmen can 
recognize a company telephone prob- 
lem. If they think about it at all, they 
identify personally: “Our switchboard 
sometimes cuts me off” or “I get too 
many telephone interruptions.” 

When they do consider the com 
pany’s welfare, it’s usually only in 
terms of toll costs. Admittedly, there 
is area here for improvement and sav- 
ings. But high phone bills are usually 
symptomatic of more fundamental 
problems. Perhaps a few case histories 
will prove this point. 


Case +1: the irate stockholder 


Company A, a manufacturer with 


nationwide operations, maintained 
headquarters in New York. 


Baltimore 


A man in 
needed some _ information 
about one of the company’s products. 
He called the nearest office of the com- 
pany, was transferred three or four 
times, got nothing but brush-offs and 
inadequate answers and was_ finally 
told he’d have to call the New York 
office. The matter was important, so 
he made the call—and ran into exactly 
the same treatment at headquarters. 

The gentleman happened to be a 
stockholder of this world-famous cor- 
poration. Realizing that the general 
public must be getting the same sort 
of treatment he had received, he sat 
down and wrote a scorching letter to 
The end 
result of that letter was what is perhaps 
the finest system for handling tele- 
phone inquiries in use anywhere in 
American business. 


the corporation president. 


Every branch and every department 
of the company has one or more “key 
men” whose responsibility it is to see 
that inquiries are handled promptly, 
courteously and completely. It also 
has a_ central bureau, 
staffed with highly trained girls who 
have up-to-the-minute information 
about everything connected with the 


information 


company’s operations. If an inquiry 


is too technical for these girls, they 


route it to the “key man” in the proper 


department. Every company executive 
and department head has a list of 
these key men, so he 
route any inquiries directly to them. 


can properly 


It took time, effort and money to set 
the system up. But after several years 
of operation, it has proved its worth 
over and over again in time saved and 
in greatly improved public relations. 


Case +2: central message desk 


Company B has a branch plant with 
a great many technical employees who 
do not have, or need, secretaries. For- 
merly, when telephone calls came in 
for these men and they were not avail 
able, it was the practice of the switch 
board operator to ask the caller to call 
again some time later. 

Often a caller would make three on 
four calls before he reached the man 
he wanted. So much public displeasure 
was being created by this procedure 
that the company decided it would 
have messages taken, so the technicians 
could make the call-backs themselves. 
But the telephone company correctly 
advised them that giving the switch- 
board operator the job of taking such 
messages would seriously interrupt and 
delay service on other calls. 

The solution of the problem was to 
set up a central message-taking desk 
where all such calls could be routed. 
The switchboard operator was then 
given careful instructions for handling 
the calls in such a way that callers 
would not try to give her the messages. 


Case +3: reducing phone bills 

The treasurer of Company C was 
concerned about the size of his firm’s 
long distance bill. He couldn’t believe 
all the calls being made were neces- 
sary, but the people who made them 
insisted they were. 

So the treasurer made a study of the 
situations that were supposed to make 
these long distance calls necessary. He 
found out that about 25% of the com 
pany’s long distance calls were entirely 
justified and another 10% had some 


methods 








telephone problem 


CORRECTED WHEN IDENTIFIED 


justification, but they were made chief- 
ly because an employee was impatient 
to get some matter settled, whether it 
actually needed to be settled at that 
moment or not. 

Some 15°% resulted from the mis- 
takes of other companies with which 
this company did business: delayed de- 
liveries from suppliers, insufficient data 
in orders received by mail or telegram, 
failure of other companies to answer 
correspondence promptly, etc. 

The rest of the toll calls, almost half 
the total, resulted directly from errors 
made by its own employees, or from 
their lack of foresight. These calls had 
to be made because someone had failed 
to note a salesman’s change of itinerary, 
or an order to replace a depleted inven- 
tory item wasn’t placed soon enough, 
or a price list was left out of a letter. 

When employees were shown the re- 
sults of the study and a general cam- 
paign was launched to cut down on 
such errors of omission and commis- 
sion, the treasurer finally saw his long 
distance bill take a gratifying drop. 
But the problem was incapable of a 
real solution until it was analyzed and 
fully understood. 


Case +4: advertising inquiries 


I'he employees of an Ohio real estate 
office were getting pretty sick of being 
“told off’ by angry people who had 
called the office for information about 
advertised property, only to be told 
that nobody could give out the infor- 
mation except the owner of the prop- 
erty or the licensed agent handling it, 
neither of whom was available. 

This procedure was in compliance 
with Ohio law (similar laws are in 
effect in other states). But the head of 
the company realized that an enormous 
amount of ill-will was being created for 
his firm and that eventually this would 
result in fewer listings and sales. 

He found a solution in the simple 
device of having a veteran and tactful 
olhce employee licensed as a real estate 
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agent. This woman was always on 
hand when the regular salesmen were 
out and she could give out enough 
information to satisfy people making 
inquiries by telephone until she could 
have the proper salesman contact them. 
It’s a simple solution, yet it’s been 
our experience that not one real estate 
office in ten follows a similar plan. 
Instead, they advertise constantly to 
get inquiries and then irritate the peo- 
ple who respond to that advertising 
by declining to give them any infor- 
mation. The real estate business has 
no monopoly on this form of waste— 
it exists in almost every type of retail 
or service business. The biggest adver- 
tisers are often the worst offenders. 


Case +5: files near phones 


A Philadelphia 


financial 


company _ selling 


services received frequent 
long distance calls from clients, who 
asked complicated questions dealing 
with dates, accounts receivable and 
other figures. As soon as the operator 
switched the call to one of the em- 
ployees, the customer would start ask- 


Then the 


would have to excuse himself and leave 


ing questions, employee 
the phone to get the necessary data. 

This annoyed the caller, particular- 
ly if the wait was long and he saw his 
toll charges piling up. If the operator 
tried to find out who was calling be- 
fore routing the call, so that the wait 
could be shortened, the customers were 
irritated at being questioned. 

The solution was to combine and 
centralize all files in a location readily 
accessible to all employees handling 
these calls. Now when a call comes in, 
the man who takes it says, “Excuse me 
a moment, Mr. Jones, while I arrange 
to get your records.” Then he calls 
the file department over an intercom 
and, during the brief wait until the 
data is delivered, discusses other as- 
pects of the case for which the records 
are not needed. 

The company reports that this plan 





EXECUTIVE "BEEFS" ABOUT 
OTHER EXECUTIVES 


Insurance executive: “Our public 
relations agent phones me a few 
times a week. He has his secretary 
call and when I get on the phone 
she says ‘Just a minute please’. 
Usually I have to wait for more 
than a minute until she finds him. 
Why can’t he pick up the phone 
and call me himself?” 


Department store buyer: ‘I have a 
standard answer for these company 
switchboard operators who ask 
‘Who is it?’ Since I don’t screen 
calls from salesmen, I don’t like 
sales outfits that screen my calls.” 


Sales manager: ‘Take this case—I 
call a company and ask for Jones. 
The operator tells me he’s talking 
to someone else . . . will I wait. So 
I wait and wait and wait. Then, 
after five minutes, the Jones oper- 
ator reports back for the first time 
and says ‘Who are you calling?’ ’ 


Company president: “Yesterday I 
put an internal call through to our 
sales promotion manager. He picked 
up the phone and, before answer- 
ing, finished a conversation with 
somebody at his desk. Then he 
answered ‘Yes?’ in an annoyed tone. 
What if I had been a customer?” 











has not only speeded up the handling 
of telephone calls, but has made the 
department function more efficiently. 

Incidentally, efficiency is an extra 
dividend that often comes from solving 
a telephone problem. Since such prob- 
lems are often merely symptoms of 
something else that’s with a 
business operation, their solution fre- 


wrong 


quently corrects the basic difficulty as 
well as the telephone symptom that 
brought it to light. m/m 


... @ carefully planned 
grouping of handsome, modern 
office furniture . . . styled to 
lend beauty and luxury to your 
office without the sacrifice 
of efficiency. See your 
Imperial dealer or write 
for particulars. 


Evansville 7, Indiana 
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This test helps U.S.E. formulate gums suitable for 
given types of paper. 





BUSINESS EXECUTIVES 
are finding that 
it pays to know 


och m for ' AV! d f tests. 
E gv mula is 9 en hundre is oO ests 





» to put envelopes to 
' work profitably 


envelopes will work 
best in each task 


it pays to specify 
U.S.E. Envelopes 


Here’s an easy way to discover how you 
can put envelopes to work profitably. 
Ask for a copy of the U.S.E. “HAND- 
BOOK.” In it you see envelopes which 
are specialists in collecting orders and 
money — others which carry heavy 
loads on long journeys. Some envelopes 
work in the office, guarding and filing 
valuable papers. Others go from place 
to place in the plant 

It’s a fascinating story . . . HOW to 
put envelopes to work profitably, and 
WHAT types and sizes of envelopes 
work best in each task. And be sure to 
ask for the companion book “What’s 
in it for me?” because it tells WHY it 
—~pays to buy top grade envelopes for any 
purpose. 





An expert workman puts the finishing touch on the 
cutting edge of a die. 


z 





has these books for you? 


U.S.E; the World’s largest manufacturer of envelopes, and your ‘envelope 
supplier. Ask for the complete story: The “Handbook” which tells HOW 
and WHAT, and the book “What's in it for me?” which tells) WHY it 
pays you to specify U.S.E. Envelopes. 


eg, 


ENVELOP 


E-5B1 


Seales. 


Springfield 2, Massachusetts 


15 Divisions from Coast to Coast 
(Circle 949 for more information) 
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Thought Starters deal with a “practical solution to a management problem.” The 
Editor invites contributions—which are paid for at our normal space rates. 
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Adhesive-label eliminates need 
for duplicate record cards 








Increased speed and efficiency in 
keeping card-file records is reported by 
the National Casualty Company of De- 
troit through the use of pressure-sensi- 
tive, printed labels for their 3” x 5” 
record cards. Data on each policy is 
kept on these cards, with personal in- 
formation on the top portion, while 
the lower part is used to record pre- 
mium payments for a four-year period. 

Formerly, when the payment sec- 
tion was filled, a duplicate card was 
typed and stapled to the original. Er- 
rors and omissions often occurred in re- 
typing and files became bulky and were 
growing at a fast rate because most of 
the company’s insureds are long-term 
customers. 


lA 


J "tious GY start, | 


Request-for-quotation form 
eliminates typing operations 








A simple new business form consid- 
erably facilitates the matter of getting 
price quotations by permitting the pur- 








Now a premium report checker, 
when noting a record card is full, sim- 
ply copies the last full year’s payment 
record on the top line of the label, re- 
moves the backing tape and places the 
self-adhesive label right over the old 
record section. Recording of future 
payments is now being continued right 
on the same card. 

For more information and free sam- 
ples, circle number 993 on the Reade 
Service Card. 


chasing department to request estimates 
from three different vendors in a single 
typing operation. This is accomplished 
by the special placement of carboned 
areas positioned on the carbon inte 
leaves contained within the form. 

The original has the names and ad 
dresses of all three vendors and the 
description of the items to be pur 


methods 















Combine the 


VISUAL <@& 


with the | 
ORAL Ve 


for better 











a i cls 


Because it fills a great basic need, the Oravisual 
Easel with its large paper writing pad has earned 
universal acceptance. 


This ingenious communication tool is being used 
throughout the world in the furtherance of com- 
merce, industry, science, education, health, agricul- 
ture and religion. 


Write for free 16-page illustrated catalog on 
your business letterhead. 


ORAVISUAL COMPANY, INC. 


Factory—Box 609, Station A St. Petersburg 2, Fla. 
Branch Office, Box 1251, Stamford, Conn. 











Are you proud 
of your offices ? 





see the announcement on page 43 
of the “BEST PLACE TO WORK” 
Awards sponsored by MANAGEMENT 
METHODS. Anyone may enter—and 
you can submit as many entries 
as you like. All entries will be con 
sidered for publication whether or 
not they win an Award. ‘Turn to 


page 43 for complete details. 
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chased. All copies bear this description, 
but each copy carries the name and 
address of only one vendor. The form 
eliminated two typing operations. 

For more information, circle numbe) 
995 on the Reader Service Card. 
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Executive training through 
correspondence courses 








Following a year’s experiment with 
a unique educational idea—a_ cor- 
respondence school for management 
executives—the National Office Man- 
agement Association reports wide ac 
ceptance and usage of its project. 

The home study program for execu 
tives is designed to fill the gap in pres- 
ently available executive development 
and training programs. These courses 
are now being widely used. 

Two courses are presently featured: 
the Junior Executive Course for people 
who lack academic training in office 
management and the Executive Course 
for those who have had prior formal 
study or extensive experience in the 
field, or who have completed the 
Junior Executive Course. 

Each course is composed of ten sec- 
tions, each dealing with a specific facet 
of office problems. Following — the 
executive’s completion of the ten sec- 
tions, within approximately — six 
months, he takes a final “open book” 
examination, dealing with certain of 
the important points covered. Answers 
to examination questions, as well as 
each of the ten individual lessons, are 
evaluated by a staff of professional in- 
No grades are given, al- 
though constructive comments regard- 


structors. 


ing the quality and content of the 
answers are made. 

For a free booklet outlining the 
courses, circle number 975 on_ the 
Reader Service Card. 
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New device for accounting 
machines speeds addressing 








A large insurance company decided 
that the process of preparing premium 





4 yERSATILIZED Des, 


iS GLOSE-WERNICK 


THIS NEW VERSION of the famous 
G/W_ Streamliner Desk embodies 
features of individualized service to 
executives and staff workers. 

NOTE these improvements shown 
in the “open” view above: 


oh Nylon glides on box drawers— 
quiet, smooth, easy operation. 

© Large file drawer rides on pro- 
gressive suspension—easy opera- 
tion regardless of load, 

@ New positive automatic locking 
device. 

ONrew pedestal construction— 
pedestals are interchangeable. 


G& Sound insulation. 


THE MODERN STYLING and outstand- 
ing design is retained to assure per- 
fect matching with present G/W 
Streamliner equipment. 


Office Equipment, Systems 
and Visible Records 

















SEVERAL NEW and highly attractive 
colors have been added to the stand- 
ard colors previously available. 


TYPEWRITER MODELS are equipped 
with the new G/W arc-swing mech- 
anism—a sensational advance in con- 
venience, efficiency and ease of op- 
eration. 


YOUR G/W DEALER will gladly demon- 
strate these features; find him in your 
classified "phone book listed under 
“Office Equipment.” Or write for 
illustrated description, Dept. 6-M. 





Cincinnati 12, Ohio 
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Office 
Planning 
Seri ice 





rotected from Abuse 


In Two Special W ays 


FORMIcaA 


TOPS 

Available on ary 
Alma desk. Resists 
scratching. Impervi 
ous to fruit juices, 
alcohol Cigaret 
burn-proof 


DENSIFIED 


POSTS 


No snags or abra 
sions con mar knee 
spece posts. Forever 
smooth and kind to 
hose and clothing 


your 





wish, tops may be of famous Formica 


1800 Management Group 
office use. Write today. 


Furnish your offices with selected pieces from the 


Alma Management Group in Genuine Walnut. If you 


. cigaret burn- 


prool, impervious to fruit juices and alcohol, highly 


resistant. Knee space posts are Densified—no 


snags or abrasions, ever! 

Enjoy the natural beauty and in-built comfort of 
Alma Desks for a business lifetime. Ask for name of 
Alma dealer and illustrated literature on the 


matching pieces for every 


Alma Desk Company, High Point, N.C. 








No faucets to touch—no chance of 
spreading serious infections. With 
Bradley Duo-Washfountain, a spray- 
head serves clean, running water 
with foot-control of the tempered 
water supply. 

Two can wash simultaneously, so 
that savings are made in piping con- 
nections, installation, and water 
consumption. 

Let us mail Bulletin K-958. Write 
today. BRADLEY WASHFOUN- 
TAIN CO., 2311 W. Michigan St., 
Milwaukee 1, Wis. 


BRADIEV > 
Lito (wath fountains 


Distributed through Plumbing Wholesalers 


2 





AT LEFT: 
Duo-Wash- 
fountain in 
men’s 
washroom. 


AT RIGHT: 
Typical 
installation in 
women’s 
washroom. 
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notices would be speeded up if they 
could use their regular punched card 
accounting machine to address enve- 
lopes for mailing promotion literature 
to policy holders. When they tried to 
put the idea into effect, they discovered 


that their machine couldn’t handle 
the different sizes and types of enve- 
lopes used for these mailings. After 


further investigation, they tried a new 
attachment to their punched card ac- 
With 
the insurance company found that they 


counting machine. this device, 


were able to print 9,000 three-line 


labels an hour, on various sizes and 
types of envelopes. 
The system feeds the paper tape 


from one reel to another through the 
printing mechanism of the machine. A 
unique method of feeding the tape 
obliquely is largely responsible for the 
high speed, since it permits simultane- 
ous printing of the fourth, third, sec- 
ond and first lines of four labels. 

One reel, 11” in 
sufficient type for printing more than 
10,000 labels. the printing 
operation, the tape is also punched for 
controlled feeding into commercially 
available mailing machines. The com- 


diameter, holds 


During 


pany has found that this method re- 
duces necessary filing space and sim- 
plifies selection of address classifica- 
tions for which labels must be made. 
For further information, circle num- 


ber 973 on the Reader Service Card. 


i Ae 


SJ” PERSONNEL \eesatt CP stot 








Suggestion conferences over- 
come timidity, produce results 
Aware of the general resistance to 
suggestion boxes, Aldis Brothers, Ltd., 
Birmingham, England, have tried a 
new approach. When a worker has an 
idea, rather than fill out a form to be 
dropped into an impersonal suggestion 
box, he explains it to the executive on 
“suggestions duty” who helps him to 
put his idea down on paper. 
Company executives each serve in 
this capacity for one hour on two eve- 
nings a week. This arrangement helps 
identify management directly with the 
worker and his ideas, encourages the 
individual and promotes team spirit. It 
is felt that this is a definite help to the 
worker in getting his idea on paper. 


made for 
further 


An immediate award is 
every suggestion accepted. A 
award is made when the idea is put 
into operation, with an additional 
award given for the best of the year. 

An average of five suggestions come 
from the firm’s 250 workers each week. 
The firm claims that workers’ sugges- 
tions have played a big part in produc 
tivity increases. 
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Pocket radios maintain contact 
between salesmen and office 


Often operating against the custom 








er’s deadline, a commercial art studio 
found great difficulty and considerable 
expense in attempting to maintain con- 
stant contact with their salesmen. Each 
salesman of Grant-Jacoby Studios, in 
Chicago, now carries a pocket-size radio 





unit which can pick up a message any- 


where within a thirty-mile radius. 
When there is a message for a sales- 
man, it is phoned to the centrally lo- 
cated broadcasting system. There, it is 
put on a recording tape with other 
messages and repeatedly broadcast for 
about 


an hour at intervals of 


minute. 


one 
Salesmen listen a few times 
every hour or at a predetermined time. 
The units weigh only six ounces. 


“worth 


Microfilmed money: 
regulations were recently amended to 


Federal 


permit banks to microfilm currency. 
Due to the increasing frequency of 
bank holdups, many banks are keep 
ing identifiable money in their cash. 
A number of them post signs which 


put bandits on notice that such 
money is in the cash, a protective 
device that bandits seem to fear. 


W. H. Riley, American Surety Co. 
~ Ld 
repeating 


methods 
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Movable walls 


: =. simplify office expansion 



































7 l HOW UNITED FRUIT COMPANY MEETS THE CHANGING OFFICE REQUIREMENTS OF EXECUTIVE PERSONNEL 
7 

. . a) ‘able wi are t E ~% | E sc —-§ =| 

” men and machines ee! Movable walls are no BEFORE | (E : { T} q] 

O a new idea in office planning. Yet, the ‘7 

le simplicity and practicality of these 

1- dowt work in a vacuum. units are not fully understood by most 

h companies who do not have such in- H 

n stallations. At the United Fruit Com- 1 

O Though you may saturate pany’s offices in New York, they have 


over 2,600 running feet of movable 
partition. Over a period of twenty 
your Work Stations with years, only forty feet has remained in 
its original position. The plan detailed 
here is but one of the hundreds of | 
skilled workers and moves made to meet the changing 1 
needs of a progressive company. 


LS 














It is not uncommon for them to 


¥s ; : 
modern tools, they can pro- “exchange” wall sections from an office 
: J; in one building with a section from | 

| 


another building. Because the sections 
duce efficiently only when are all interchangeable, an assortment lat 


Panels of the necessary dimensions were taken from other offices and utilized as needed. For example, a 24" panel was needed or. 

ae ; one side of the door, a 12" panel was needed on the other. These panels were taken from an office in a different location and re- 
‘community factors like placed with a single 36" panel no longer needed in the original office. Part of the whole wall was moved as a unit to enlarge the 
; width of the office. The six sections in color are not in their original relative positions, but have been interchanged with other sections. 
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traffic control, and ade- of sizes can be substituted that fits the AFTER {J 1+ L . LF {| 
need of the individual move. H 1 
With a recent shift in the personnel 


quate lighting, and proper department, two executive offices were 
changed to form one larger private 





office, with an adjoining reception area. 
communications — and The change was neither time-consum- 


: ‘ U 
ing nor costly and was accomplished 
overnight by their own maintenance | , 

even creature comforts staff. For the entire move, the only new ! 


item that was needed was a “‘filler’’ 

panel 1234” wide. A “filler” panel is | 
are properly integrated.” one that is cut to an odd size in order i 
to fill space that may be left over after 
the placement of the standard size units } 
and to compensate for possible irregu- | 
larities in the structure of the building. 
All the partitions involved in this {| A\ 
move are full floor-to-ceiling walls. m/m iy = 

















“integrated office 
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Close-up of Sylvania Sono-Lume unit 


showing perforated. metal wings backed 
with sound-deadening glass fiber batting 
Fixtures may be also equipped with lou- 
vers instead of plastic shielding. Mounted 
singly or in continvous rows. 


SVYLVAMIA ANNOUNCES— 


SONO-LUME™ 





The Fixture which Controls Sight and Sound! 


New fluorescent lighting fixture’ 
has built-in sound-conditioning 
system .. . easily installed! 


Now Sylvania introduces SONO-LUME 
. .. anew concept of sight and sound 
control! 

Basically, Sono-Lume is an attractive 
fluorescent fixture incorporating princi- 
ples worked out by Sylvania engineers. 

The perforated wings on each side of 
Sono-Lume fixtures are backed with 
glass fiber batting. This element has the 
excellent noise reduction coefficient of 
0.85. Thus the fixture serves a double 





purpose: (1) It provides high levels of 
clear, soft, all-over illumination for com- 
fortable seeing. (2) It holds unnecessary 
noise to low levels for comfortable hear- 
ing. 

Saves modernization costs! Sylvania 
Sono-Lume fixtures can be readily in- 
stalled in any office, conference or con- 
sultation room. In instances where 
sound-proofing and better lighting are 
separate projects, this new combination 
fixture keeps costs well within modest 
budgets. A note on your letter-head will 
bring you detailed information. Simply 
address Dept. 4X-3706, at Sylvania. 

nia Trade Mark 
Patent Pending 





*SYLVANIAY 


Sylvania Electric Products Inc., 1740 Broadway, New York 19, N. Y. 


In Canada: Sylvania Electric (Canada) Ltd., University Tower Bldg., St. Catherine Street, Montreal, P. Q. 


LIGHTING - RADIO + ELECTRONICS - TELEVISION 


(Circle 944 for more information) 
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plan- 


rae xXecutive office for two 
idea 





THE "BOSS" AND HIS ASSISTANT CAN FUNCTION WELL IN LIMITED SPACE 
ES Pyery executive who very often impossible to have the as- 
sistant use a separate office without cut 
ting down efficiency. On the othe 


works closely with his assistant has a 
problem in office arrangement. It’s 


BELOW LEFT: Assistant's work station as seen from executive desk. Drawers and cabinets for 
assistant are along the wall. BELOW RIGHT: Executive desk and work area as seen from entrance. 


~ 

















How to get a big display 
in a small space 





1000 DIFFERENT ITEMS EFFECTIVELY SHOWN IN ONLY 900 SQUARE FEET 


a Working with a lim- Knobler, Inc., that features 1,000 dif 


ited budget, designer Norman Chernei ferent products in an area of approxi- 
has created a showroom for Alfred E. imately 900 square feet. Their products 


BELOW LEFT: Simple dramatic lighting adds to effect of spaciousness. BELOW RIGHT: Sus- 


pend canopy covers aisle leading from entrance into showroom. Lighting fixtures are set into the canopy. 





methods 

















hand, if the office is small, it can be. 
come cluttered and_ inefficient when 
furnished with two desks and an assort- 
ment of chairs and files. 

This problem occurred in the offices 
of each of the seven account executives 
at the Sterling Advertising Agency. 
Their architect, Louis Hatkoff, an- 
alyzed the jobs done by the account 
executive and his assistant and the ex- 
tent of coordination necessary for 
maximum efficiency. 

He decided on a series of cabinets 
along the wall with the two desks per- 
pendicular to the cabinets. The built- 
in cabinet space incorporates drawer 
space, adjustable shelves, viewing box 
for transparencies, display shelf and 
bulletin board. 

The desk and cabinet top surfaces 
are made of sheet plastic that matches 
the natural walnut sides. The units 
were specially designed for this installa- 
tion and considerable savings were ac- 
complished by using the same basic set- 
up in all account executive offices. m/m 











vary so greatly in size and character 
(glassware, bar accessories, gourmet 
items and party gadgets) that the dis- 
play area had to be completely flexible. 
Since the company is located in a 
building composed of hundreds of com- 
petitors’ showrooms, all somewhat 
chaotic in arrangement, the designer 
took special care to give an orderly, 
organized look to the sales and display 
space. A system of repeated verticals 
and horizontals disciplines the mer- 
chandise and maintains an air of light 
formality throughout the area. 

Island displays in the reception area 
were cautiously avoided. This sort of 
device congests a showroom with only 
a handful of customers. The various 
products were separated into depart- 
ments and, by the use of vertical divid- 
ers, a logical flow of traffic was estab- 
lished. The showroom — functions 
smoothly and can accommodate as 
many as twelve buyers comfortably. 

The entire space is air conditioned 
by the use of one console unit and is 
lighted by various types of fixtures. A 
series of fluorescent lights runs hori- 
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THE TRULY MODERN oO F F UGE MUST BE AIR CONDITIONED 





TO INCREASE 
EMPLOYEE EFFICIENCY 


buy 










Surveys based on actual experiences have proven that modern air 
conditioning greatly increases the efficiency of employees in offices, 
reducing the frequency of costly errors. With air conditioning, you will 
find, too, that the clean, cool, healthful atmosphere will improve 

the morale of your office force and costly turn-over will be minimized. Your 
cleaning and redecorating costs will drop because it will no longer 

be necessary for employees to open windows and doors to 


bring in outside air with its dust and dirt. 


But get the best there is in air conditioning. Buy Chrysler Airtemp! 
“Packaged” air conditioning was pioneered by Chrysler Airtemp in 1937. 


More Chrysler Airtemp “Packaged” Air Conditioners have been sold 





than any other make. And only Chrysler Airtemp engineering 


“Packaged” Air Conditioners 
in nine models, 2 to 15 H.P., 
meet most cooling needs. Other 
Chrysler Airtemp products for 
all systems of air conditioning— 
a complete line to suit every 


gives you such important features as the super-efficient, super-quiet 
Sealed Radial Compressor . . . “Maxi-Fin” Coil for more effective cooling . . . 


“Airfoil” Grille to direct the air exactly where you want it by means of 
requirement. adjustable vanes . . . greater cooling capacity . .. more compact, 
aw O84 thFune o> 
>" Guaranteed by > 
Good Housekeeping 
< toy * 











space-saving design. Send coupon now for complete details! 


45 apvraniseo WES 


Airtemp Division, Chrysler Corporation 


r 
| 
P.O. Box 1037, Dayton 1, Ohio 
| I‘d like to know more about Chrysler Airtemp Air Conditioning. 
| 
| 
| 
| 
| 
l 





Nome ees ee 
HEATING e AIR CONDITIONING 
for HOMES, BUSINESS, INDUSTRY 


Airtemp Division, Chrysler Corporation, Dayton 1, Ohio 


Address instill igaiiianiaitinisiiamatatina sisal Phone. 





City eee _ a ee ee Zone___State 





(Circle 910 for more information) 
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Plants at 
Syracuse and 
San Francisco 

Offices in 
principal cities 


34 








we ever had, those 


LAMSON 


va 
‘> AIRTUBE 
CARRIERS!” 


Yes, a Lamson AIRTUBE System will 
give new lift to the “operating efficiency” 
of your plant or office, at the same 
time eliminating the direct cost 
of non-productive, old-fashioned messenger 
service. No “training” of personnel is re- 
quired—simply dispatch the carrier and it’s 
oh its way at 30 feet per second. Standard 
size carriers handle reports, file folders, 
punch cards, lab samples, mail and similar 
items. 
You will be interested in seeing, without 
obligation, how the advantages of a Lamson 
AIRTUBE System, either Conventional or 
Fully-Automatic, are being used by nearly 
every type of business in the country — your 
own is probably among them. Just return the 
attached coupon. 


ee eee ee ee ee es ee es es ’ 


LAMSON CORPORATION 
3706 Lamson Street, Syracuse 1, N. Y. 





Yes, without obligation | would like to look over your descriptive, 
case-history brochures, ‘“Airtube on Target,’ and “The Airtube Auto- 
matic Switch System.” 


Name Title 





Company 
Address 








— a oes oe eee oe oes oe oe ll 





City Zone State @ 3524 


Le eee awe ama eweeweweeee eee ead 


(Circle 953 for more, information) 


“Hardest working ‘messengers’ 








zontally around the room, shielded by 
a walnut baffle. They serve as general 
lighting for all items displayed against 
the walls. Spotlights, set into the ceil 
ing, light the sales tables and cast extra 
light on featured products. Indirect cin 
cular fixtures in a suspended canopy 


FLOOR DESIGN 





MES Asphalt tile can aid 
both in appearance and function by 
helping to disperse traffic to various de- 
partments. As a general rule, strength 
of color determines the strength of 
visual pull exerted by trafhc lanes 
which are an integral part of the floon 
design. 

Since people instinctively follow 
paths, floors can operate, in part, as a 
traffic control. In addition to entrances 
and aisles, the traffic problem at eleva- 
tor doors and escalators can often be 
alleviated by floor designs which ‘“‘di- 
rect” traffic along desired lanes. ‘The 
principle of visual directional patterns 
in guiding attention and _ traffic has 
been many times proved. Contrasting 
tiles can guide traffic into an elevator, 
while outgoing traffic may tend to 
disperse through the use of neutral. 
colored areas. 

Floor design, in combination with 
other decorative treatment, can mint- 
mize or accentuate room dimensions. A 
wide, shallow, high-ceilinged room can 
be given the illusion of depth and 


EM Ceilings can be put to 
work on the problem of creating com 
fortable working conditions for em 
ployees. Rather than just “hang there,” 
the suspended ceilings installed in the 
offices of the James I. Barnes Construc 
tion Company of Redwood City, Cali- 
fornia, provide uniform radiant panel 
heating in the winter, cooling in the 
summer, acoustic control and provision 
for co-ordinated lighting. The ceiling 


emphasize the dramatic, spacious look 
of the entrance. 

Although not attributable entirely to 
the new showroom, the actual sales 
figures show that the sales volume of 
the showroom has tripled since the in- 
stallation. m/m 


aids traffic control 





Photo: William Gold, Inc. 


warmth. Bold stripes of a tiled floon 
can lengthen approaches. Making the 
most of floor space by means of visual, 
rather than physical, separation can be 
carried out in hundreds of ways by 
means of the color and pattern variety 
of asphalt tile. m/m 


RADIANT CEILING 
supplements heating and cooling 





methods 
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consists of prefabricated, perforated 
metal panels, clipped onto a coil system. 
Heat is conducted from the coils to the 
panels, which in turn radiate heat to 
objects in the room, with hot water as 
the circulating medium. The avoidance 
of insulating masses of plaster or con- 
crete makes it possible for the ceiling 
to warm up quickly. A blanket placed 
above the heating coils provides maxi- 
mum acoustic control and also serves as 
thermal insulation. When cool water is 
circulated through the system, it ab- 
sorbs the heat radiated and convected 
to the ceiling. 

The ceiling can be suspended at any 
height, allowing unrestricted use of the 
floor area. Light troffers and air dif- 
fusers may be inset, as was done in the 





Be sure to see 
page 43 for 
details about the 


BEST PLACE TO WORK 
AWARD. 


(Contest closes June 21) 











drafting room of the Hoffman Electric 
Company of Chicago. The Barnes 
Company has installed these ceilings 
in all private offices, as well as through- 
out all open office areas. 

For further information, circle num- 
ber 976 on the Reader Service Card. 


new products 
for work center 
application 





Time switch controls 
operations of air conditioner 

A new time switch automatically turns 
room air conditioners on and off—in the 
morning before you arrive at the office so 
the day’s work starts out in cool comfort 
and at night so forgetfulness will not waste 
money. It will skip the operation over 
weekends, holidays or any other selected 
days. No special wiring is needed—it just 
plugs in. 

Models for 125 or 250 volt operation 


are available, with up to I] on-off opera 
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When you equip your offices 
with Art Metal Desks 

and Chairs fitted to individual job 

functions you will get — 







... Sustained work from each office employee because 
working comfort is the first consideration in the design, construction and 
operating features of job-matched Art Metal New Century Desks and Art Metal 
Correct Seating Office Chairs — 
...An end to fatigue caused by needless reaching, bending, and moving around, ; 
because Art Metal organizes each desk for all-day working convenience. Art Metal chairs provide full 
natural body support with exclusive ‘“Tilt-Action’” Seat and “Live-Action’’ Back — 
_.. Time saved, errors avoided, work made easier—in short, /ower overall office work cost. 


With the most complete line of executive and general office desks and chairs ever developed, your Art Metal dealer 
or branch can render valuable service in organizing efficient work stations for your office. Consult the “Yellow 
Pages” under Office Furniture or Office Equipment, or write Art Metal Construction Company, Jamestown 4, N. Y. 


ASK FOR these Art Metal 


aids to efficient organization For 66 years 


and use of office work stations... the symbol 
of the finest 
“Manual of Desk Drawer Layout’ in office 
; ee 
“Correct Sitting Posture equipment 





4 ; : d tems. 
} Art Metal “New Century” Desk « and sys 


and Chair Literature 


3 





OA.™ 1954 
GENERAL OFFICE AND EXECUTIVE DESKS + CORRECT-SEATING ALUMINUM OFFICE CHAIRS + FILING EQUIPMENT - WABASH FILING SUPPLIES + POSTINDEX VISIBLE INDEX CABINETS AND SYSTEMS 


(Circle 906 for more information) 
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Here’s how they’ll be 
a better, happier team 


Your Office is people . . . nice 
people, too! And given surroundings 
of comfortable efficiency, they 
produce more, faster, and are 
happier. 


Modern management people 
know how Steelcase color and 
styling boosts morale and efficiency; 
how Steelcase engineering and 
design saves valuable floor space; 
how Steelcase office furniture 
not only improves the appearance 
of your office but turns your people 
into a better-working, better- 
producing team. 

Your Steelcase dealer will gladly 
show you latest ideas in office 
planning. He’s listed under “Office 
Equipment” in your phone book. 


METAL OFFICE FURNITURE CO. 
Grand Rapids « Michigan 








A colorful, ilustrated booklet 
full of new ideas on modern 
office planning is yours for 
the asking. Attach your letter- 
head, send to Dept. B for 
“Tooling Up Your Office.” 









(Circle 930 for more information) 











tions automatically handled daily. 

For more information, write to Inter- 
Register Company, 2624 W. 
Blvd., Chicago 12, IIll.; or 
circle number 991 on the Reader Service 
Card. 


national 


Washington 


**Floor-rule” shows variety 
of floor treatments 
A 4”%x 6” cardboard device serves as a 


ready reference of valuable information 


on how to treat various types of floors. 
It features a rotating dial which, when 
name ol floor, 


pointed to the a specific 








o 
7 





| 
cat 


z? 


3 
3aS8Ssssal Fie 
- 


ry 








3 


Asphalt Tile Preserver— 1 
Waterproof Anti-Slip Wox— © 1200 











Fler-Trest— © 1200 *\f Applicator 
eo" Liquid Spirit Wex- © 1250 Note’ or aA 
2 Penetrating Seol- 600 Short Mop 2 

2 Floor Preserver~ 600 i Sa © 
« Gym Finish- 650 ant 
Bakery and Textile Floor Preserver—~ 600 Ve 





Terrezre Seal 1000 | 






*Neo-Dry Concrete Seal- @ 500 |Note 
concrete Preserver—@ 500 |4 Hr. 






Seal and Varnish Stripper—@ 100 
Concrete Hardener ond Etcher-@ 100 
. Safety Cleaner ~ @ Varies 
a Removeil- @ Varies 
é Wax Remover—@ Varies! 
Fleer Dressing—@ Vories| *IF WAXED 





Sprinkling Con 






& 
ea 


PAvoileble in colors: block, white, green, light green, 
tile red, light grey, brown, ond natural 







WN31ONI1 














immediately discloses through a slot in 
the dial the proper floor materials to use, 
coverage in square feet per gallon for each, 
drying time and method of application. 
For a copy of the “rule” and more in- 
formation on floor maintenance, write to 
Multi- Clean Products, Inc., Ford 
Parkway, St. Paul 1, Minnesota; or circle 


number 972 on the Reader Service Card. 


999" 
walls 





Solve 





Write for 
the new 


MAIL ROOM 


MAIL 
HANDLING 
PROBLEMS 





your 







® 


CURDIN 


and COLLATING 


CATALOG 


CORBIN Mail Room and Collating Equip- 
ment reduces work motions, ends congestion, 


handles larger quan 


tities of mail in less time. 


Used in the majority of U. S. Post Offices, 
and in leading firms, universities and insti- 
tutions. It’s the answer to your need for fast, 


efficient mail handling! 


Size and capacity 
to meet your 
requirements 


jood Products Division, Dept c | 







































CORBIN Wood Products Division, Dept. 


The American Hard 
New Britain, Conn. 


ware Corporation | 


Send illustrated literature and prices on 


Corbin Mail Room 


(Circle 904 fo 


| 
ment and related products. 
| 
| 


and Collating Equip- 


LOMB nce | 


r more information) 


methods 

















L Fibure 


M-K ADJUSTO 
TRAY-BINDERS | 
and 3 
Hi-Lo 

STANDS 


Easy adjustable 
stands made to fit 
one or more tray- 
binders — 

>. ong & 6! 


SORTERS 


SAVE TIME 
SAVE WORK 
SAVE SPACE 


STEEL BANK and OFFICE UNITS 


TO FIT YOUR NEEDS AND SPACE. 


| Tray housing, counter 
units, teller units, ac- 
| ‘fol al diate Mmaalelelallal-Mmel--L. 4-9 
savings tubs, money 
010 |\-\: an 6 [010] 0) (- ME ole] ofelon 87 
files and cycle billing 
equiment . . . insulated if 
A required. 


- TRAINED REPRESENTATIVES IN 
MOST PRINCIPAL CITIES 


Complete Line of Tray-Binders, 
Stands, Record Handling and 
Housing Equipment. 


Le fFebure 


CEDAR RAPIDS, IOWA 





(Circle 954 for more information) 
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a fast start 
for your company 


>” ELECTRONICS 


for the office 


EE You company will have a unique and 


inexpensive opportunity this October to “get its feet 
wet” insofar as electronics for the office is concerned. 
The Systems and Procedures Association of America has 
just announced what promises to be the most complete 
electronics and systems seminar and conference ever con- 
ducted—the program for its 7th Annual International 
Systems Meeting. Reservations, now open, are limited. 

As reported previously in MANAGEMENT METHODS, elec- 
tronics manufacturers have made tremendous strides in 
the last twelve months in developing practical office ap- 
plications. The only thing that stands in the way of 
another development spurt is the time it takes potential 
users to educate themselves as to how now-perfected 
equipment can be applied to their operation. Under nor- 
mal conditions, a company can expect at least a twelve- 
month lag between a decision to “get the facts” and 
actual ability to evaluate whether or not electronics ap- 
plications are feasible for them. It is believed that this 
conference will materially reduce this time lag. 

The meeting, to be held in New York on October 25, 
26 and 27, will feature a series of concurrent talks and 
seminars conducted by leading specialists and users of 
electronic office methods. These simultaneous seminars 
will be designed for so-called “beginners,” as well as 
wholly or partially informed attendees. A full transcript 
of the addresses and all of the seminars will be published 
for attendees. Emphasis will be on practical applications 
rather than theory. Reservations may be made for all o1 
part of the meeting. You may choose from a series of 
subjects which will include the following: 


Orientation in Electronics: Basic workshop designed to 
remove the mystery surrounding electronics in the lay- 
man’s eye and to acquaint him with techniques used. 


Initiating an Electronics Program: Discussion of the 
procedural analysis, research, education and evaluation 
needed to determine the needs of a particular company. 
Examples of company programs already under way. 
Utilization of Present Electronic Equipment: Case his- 
tories and discussion of the use of electronic computers 
and other specially designed equipment already available 
and tailored for specific needs in business. 

For immediate reservations, write Mr. Don Titus, Chairman, Systems 
and Procedures Association, Hotel Commodore, New York, N. Y. For 


a complete agenda and more details, circle number 985 on the Reader 
Service Card, or write directly to Mr. Titus. 








Ask your printer 
or stationer for 


FAGLE-A 
OFFICE 
PAPERS 


COUPON: 
Bond, Onion Skin 


AGAWAM: 
Bond, Onion Skin 


CONTRACT: Bond 


ACCEPTANCE: 
Bond, Record 


TROJAN: 
Bond, Bond Opaque, 
Onion Skin, Record 


QUALITY: 
Bond, Onion Skin, 
Manifold, Record 


TYPE-ERASE: 
Bond, Onion Skin 
EAGLE-A BOXED 


TYPEWRITER 
PAPERS 

















EAGLE-A 


PAPERS 


















Test Kit 0 le-A Office Papers 

and unique Letter Placement Guide for 
improving appearance of your letters. 
Write on your letterhead to Dept.C, 
AMERICAN WRITING PAPER CORPORATION 
HOLYOKE, MASSACHUSETTS 


(Circle $05 for more information) 
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Printing calculator performs 
21 automatic operations 


The first printing calculator with a fully 
automatic carriage can make a substantial 
contribution to record-keeping speed, ac 
curacy and efficiency. It also performs as a 


printing calculator and an adding machine. 





Be sure to see 
page 43 for 
details about the 


BEST PLACE TO WORK 
AWARD. 


(Contest closes June 21!) 











The automatic carriage has back and 
front feed and the split platen can be 


unified, to take journal and ledger sheets 
up to 1434” wide; split, it takes a 3” tape 


” 


plus an 113 sheet. 

Calculations are automatically entered 
in the proper columns or the carriage stops 
at a desired column and awaits an entry. 
In the latter case, the operator need not 
remember which type of calculation is to 
be performed: this has been pre-set. The 
machine can be pre-set to perform 21 
separate automatic operations. 

For more information, write to Olivetti 
Corporation of America, 580 Fifth Avenue, 
New York 36, N. Y.; or circle number 974 


on the Reader Service Card. 


ao) TES 


Microfilm enlarger makes copies 
in 45 seconds without chemicals 

A new compact microfilm enlarger in- 
volves no chemicals or vapors at any step, 
produces clear copies in 45 seconds and 
requires no experience to operate. 





With the increasing commercial appli 
cation of microfilming to live as well as to 
dead files, it is expected that the enlarger 
—which operates at a ratio of 14:1—will 
prove of immediate widespread use. A 1:1 
office copier, based on the same principle 
and useful for making duplicates of letters, 
memos, records, etc., is also available. 

For more information, write to Arthur 
D. Little, Inc., 30 Memorial Drive, Cam 
bridge, Massachusetts; or circle number 


978 on the Reader Service Card. 


este 


New analysis pads 
improve whiteprint copies 

\fter years of experiments, a new line 
of translucent analysis pads has been de 
veloped to give the best obtainable re- 
sults on whiteprinting or direct copying 
machines, which have been coming into 
increased use by accounting firms. 

These analysis original sheets are 
printed simultaneously front and back 
from one plate, thereby insuring the 
highest quality reproduction through max- 
imum light opacity. In addition, op- 
timum production of copies is obtained 


from the diazo machine because of the 





high translucency of the stock. 

The manufacturer is also working on a 
line of analysis sheets with non-repro- 
duceable rules, the copies of which show 
only the original written computations. 
This should prove a boon to accountants 
who will then be in a position to present 
their figures to client or management 
without necessitating laborious recopying, 

For free samples of masters ond a white- 
print copy. write to Transface Process 
Company, 333 Hudson Street, New York, 
N. Y.; or circle number 986 on the Reade) 
Service Card. 


aos Fe 


New visual control board 
gives data at a glance 

A new visual control board is being used 
for production schedules, sales records and 
quotas, personnel analysis, management in- 
ventory and traffic and warehouse control. 

Records maintained on the board can- 
not be lost or misplaced. Deadlines, short- 
ages and overdue items are highlighted 
before they become serious. Responsibil- 
ity for a given job is fixed. All persons 
concerned consult the same _ record. 

A complete board of standard size (42” 





Amenicyr 


Lif Coyat 


INDUSTRIES 


"Planned" 





LITHOSTRIP 
Carbon -leaved. The 


most efficient continu- 
ous form ever devised. 
Fits typewriters and all 
fully automatic ma- 
chines. 





An American Lithofold Repre- 
sentative will gladly call to 
check and discuss your pres- 
ent business forms and needs. 
Write today - No Obligation. 





single motion. 





AMERICAN LITHOFOLD CORPORATION 


500 BITTNER ST. ST. LOUIS 15, MO. 


(Circle 959 for more. information) 


38 


‘* PLANNED ”’ 
BUSINESS FORMS 


PREFERRED 
BY COST-MINDED 


®@ Economy - wise 
ever aware of rising administra- 
tive costs, knows that Lithostrip 
and other American Lithofold 
business forms, do 
streamline Office and Record- 
keeping procedures and effect 
savings of 33% or more. 


Investigate these quality prod- 
ucts and discover how alert and 
"procedure-wise'' 
agement people cut operating 
costs. Write for our Time and 
Motion Study brochure, it's free. 


Management, 





BRECK’S 


biseit simce 


systems man- 


TO KEEP TRACK OF 1080 SEPARATE GIFT ITEMS ox 





America’s Oldest Mail Order House 


Uses The DENOMINATOR! 


Counting and segregating orders for 1080 separate gift items is 
now accomplished faster—more accurately and much more eco- 


Photo taken at Breck's of Boston 


The New, Exclusive 


AICO TYPERITE 


With Pica Spaced Insert Strips! 


ELE. gr, 
MAKE YOUR OWN. INDEXES 4 


And SAVE 56% Typing Time : 


3 
| 





INDEX 
TABBING 


eee’ 


LITHOSET 


@ Efficiency personified in one- 
time carbon sets. 
ing deleaves all carbons with a 
Pre-punched to 
"Planned" specifications. 


TEST THEM YOURSELF .. . Write for Free Samples. 





eee) 


nomically—by use of The Denominator! 


Each unit of the six 180-unit machines shown 
above represents a gift item offered in the Breck’s 
Catalog. As orders are received, they are tabulated 
on The Denominator. The total shown on each unit— 
aa when deducted from the stock-card balance—pro- 
vides running inventory control, 


Compact and simple to operate, The Denominator 
can be made up in as few or as many units as you 
may require. Each unit counts to 9999, 


What's your counting problem? Write Dept. MM-43. 


Special bind- 


261 BROADWAY, NEW YORK 7, N. Y 
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ne Denominator Company, 


Manufacturers of Tabulating Machines for 40 years 


Typing Titles Is Easier Typing Is Neater, Cleaner 
For 1, 2 or 3 Line Titles Never In Zig-Zag Fashion 


Lines Are Always Straight No Soft Roller Required 


| IT’S THE PICA SPACING THAT DOES IT! | 


The new AICO Typerite Tabbing has blank inserts spaced exactly 2 and 
3 picas deep to permit the use of the line space lever when typing titles. 
Whereas, non-pica spaced inserts require the use of the soft roller to 
center or position the title when typing. This wastes inserts, typist's time 
and temper. So—be sure to ask for AICO Typerite Tabbing,. It's the 
only Tabbing with this feature. 


Now at Your Stationer or Write Dept. 3 for FREE Sample 


AIGNER 97 Reade St., New York 13, N, Y. 
INDEXES 4265S. Clinton St., Chicago 7, Ill. 
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wide x 24” high), ready for operation, is 


accompanied by 1,000 cards used for post- 
ing data. A “confidential” model is sup- 
plied with hinged covers that can be 
closed-over to hide the records. 

For more information, write to Methods 
Research Corporation, 442 Mosel Avenue, 
Staten Island, N. Y.; or circle number 987 


on the Reader Service Card. 


Large size file conveniently 
stores offset masters 

Larger size offset masters may now be 
safely filed in a new heavy-gauge, all-stecl 
file. The new file stores 500 offset masters 
and stencils, including aluminum, papei 
composition and zinc masters. 

The advanced design has patented spring 
clip hangers, each filing two masters 
vertically to prevent pressure or scratching 
of stencils or masters. In the case of certain 
multilith masters, filing is sideways to 


protect the serrated edges. Built-in ventila- 


tion eliminates corrosion and nickel-plated 
hangar tracks provide easy sliding of 
hangers, in addition to other safety-first 
features. X-ray and blueprint plates and 
film may also be filed. 

For more information, write to Mim-E-O 
Stencil Files Company, 1219 West Chestnut 
Street, Chicago, Illinois; or circle number 
971 on the Reader Service Card. 


Improved form cuts time 
loss due to erasures 


Users of the familiar snap-out type of 
business form will be interested in im- 
provements which provide a simple and 
effective solution to three inherent prob- 
lems of long-standing with top-stub snap- 
sets: 1) the problem of erasure without 
having to remove the form from the 
typewriter; 2) the problem of quick, ac- 
curate detaching with many parts or with 
long stubs; 3) the problem of inserting 
many-part forms quickly. 

Some studies reveal a high percentage 
of errors in the typing of multi-part forms. 
As a result, many snapsets are discarded 
because the typist cannot open the form 
at the top to make corrections, without 
losing the carbon extraction feature. 

The new improvements, which can be 
incorporated as part of the automatic col- 


© 


© MAILOPENER 





FAST—LOW COST ELECTRONIC METHOD TO 


¢ cut mimeograph stencils 
e make offset masters 
e make positive single copies 


SO EASY TO OPERATE—ANYONE CAN DO IT 


For graphic material such as office forms, drawings, etc. 






Insert original — 
push button 


NO 
CHEMICALS 
DEVELOPING 
POWDERS 
HEAT, LIGHT 
FUSS, BOTHER 


Substantial savings of time and money are 
effected. Intricate office forms or legal docu- 
ments or engineering drawings reproduced 
from one (single positive copy) to thousands 
(using your office duplicating equipment). 
No proof reading necessary. Write for 


STENAFAX brochure. 


TIMES FACSIMILE 


CORPORATION 


Biltmore Arcade, 43rd St. and Madison Ave., New York 17, N. Y. * 1523 L St., N. W., Washington 5, D. C 





Carry on other 
work for from 
3 to 6 minutes 





Remove stencil 
or positive copy Ready for 
immediate use 
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Opening move! 


B In chess, it’s OK to be slow. In your office, speed is 
important . . . especially at the start of the day. 


The day’s work can’t really get going until the morning 
mail is opened and distributed. If opened by the slow, 
hand-slitting method, precious minutes are lost. But with 
this electric MailOpener, one girl can open up a whole 
morning’s mail in a jiffy . . . contents undamaged . . . 
orders ready to be processed, leads for the salesmen, 
checks, bills, inquiries in the right hands, in practically 
no time. Don’t you need one? 

There’s a PB MailOpener, hand or electric, for any 
business. Call your nearest Pitney-Bowes office for a 
demonstration. Or write for the free illustrated booklet. 


PITNEY-BOWES, INC.. 4552 Pacific St., Stamford, Conn. 
Originators of the postage meter. 93 offices in U.S. & Canada. 


FREE: Handy chart of Postal Rates 
with parcel post map and zone finder. 


PITNEY-BOWES 


























































FED UP WITH FILING? 


DISCOVER ROTOR-FILE ano CORRES-FILE— 


The miracles in low cost, efficient and effortless 
filing. Available in Modular or Desk Units. 
Send TODAY for complete information 


WASSELL ORGANIZATION, INC. 


Westport . . . Conn. 


I want to know more about 
Rotor-File and Corres-File. 
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lating operation, permit the typist to make 


corrections while the form is in the type 
writer. Side slits and lightly perforated 
carbons allow the operator to detach the 
upper portion of the stub. A clean-edged 
carbon is attached to the back of each tab. 
Thus, by selecting the tabs in turn, the 
form opened at the 


is quickly proper 


point for erasure and insertion of the 


anti-smudge “shield.” “Lypists’ fingers are 
also kept clean. 


Time study comparisons of erasures on 


conventional snapsets and the new prod 
uct showed a time savings of 50°;. 

write to Busi 
ness Forms Research Company, 9 Hard 
well Rd., Short Hills, N. J.; o7 


number 992 on the Reader Service Card. 


lor more information, 


Punched card transmission 
of sound over telephone 


A punched card transmitter that “talks” 


over regular telephone circuits at the rate 


1,000 


a minute has been developed. 


of almost alphabetic or numeri 
characters 
Also capable of checking the accuracy of 


listening 


conversations” by o 


its rapid-fire 
in on them, this new development insures 
the exact, fast 


duplication of punched 


card data between points thousands of 
miles apart. 

The machine now makes possible the 
swift transmission of accounting data from 
decentralized branch office and plant loca 


tions to any central point, such as a com 


circle 





Secretary walks last mile! 


e And high time. When 
skilled office people walk 
‘round and ‘round a table, 
hand-gathering sheets of paper 
into sets—well,ask the control- 
ler what it costs. 


The photograph shows how 
one semiskilled operator can 
do more collating than eight 
hand-gatherers. (Skilled per- 
sonnel return to proper tasks 
—and happily.) 

She’s running a Macey 
Collator, a fully automatic 
machine designed for office 
use in 4, 8, 12 and 16-station 
models. Her 8-station machine 
will gather more than 3,000 
sets, or 24,000 sheets, per 
hour. 


Obviously, the economies 
are tremendous. If you'd like 
a closer look, and some case 
studies of Macey Collating 
Methods at work in companies 
you'll recognize, just write us. 


* 








HARRIS-SEYBOLD COMPANY 


Special Products Division 
Dept. B, 4510 East 71st Street, Cleveland 5, Ohio 


Sales and service in principal cities. 
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pany unit, a 


headquarters. The 


same 
used 
fully 


information is to be sent to a 


transceiver, is for transmitting and 


receiving on a automatic basis. 


When 


distant point, the transceiver reads the 


data recorded on cards in the form of 
punched holes. As the cards are being 
read, electronic circuits generate coded 


sound impulses representing the holes in 
the card. ‘These sound signals actuate the 
punching mechanism in the distant re 
ceiver which simultaneously creates exact 
duplicates of the cards being transmitted. 

For more information, write the Inte) 
national Business 


590 Madison 


Machines Corporation, 
New York, New 


York: or circle number 970 on the Reader 


Avenue, 


Service Card. 


Weather prediction service 
for manufacturers and distributors 


A new organization has been established 
«0 provide weather services for business 
and agriculture. 

The new service will provide long-range 
forecasts for companies in industrial, agri- 
cultural and soft goods fields where 
weather data is necessary to planning. 

In addition to the regular long-range 
forecast, with detailed information for a 
specific city or location they will provide a 
general long-range service covering the en- 
tire nation, for manufacturers and distribu- 
tors whose weather-sensitive products are 
sold over wide areas. 

For more information, write to Weather 
Trends, Inc., 550 Fifth Avenue, New York 
36, New 
the Reader Service Card. 


York; or circle number 969 on 


New machine combines high- 
speed punching and printing 


A new automatic high-speed printing 


and accounting machine is capab'e of 
turning out 27,000 punched card paychecks 
an hour-and handling, in the process, up 
to 108,000 punched cards. 

Operating at a speed of over 43,000 
characters a minute, the machines have the 
fastest printing process yet developed for 


accounting purposes. It is also the first 


business machine equipment in which 


printing and simultaneous — high-speed 
punching can be accomplished in a single 
operation. 

Up to now, the application of electronics 
to clerical work has been slowed by the 
inability of printing equipment to match 
the speed of electronic computers, 

By synchronizing high-speed _ totaling, 
printing and card punching, the machines 
will integrate, in one fast Operation, a 
number of separate steps in the accounting 
process, each one of which has traditionally 
been an expensive and time-consuming 
operation. 

Principal applications of the machines 


are expected to be found in companies 





where there is a large volume of account- 
ing records and promotional and mailing 
pieces. 

Bur- 
Michigan; 


For more information, write to 
roughs Corporation, Detroit 32, 
or circle number 981 on the Reader Serv- 


ice Card. 


New adding machine features 
self-adjusting paper feed 

A remarkably compact, advanced con- 
trol system makes a new adding machine 
foolproof under the most rugged operating 


conditions. A unique feature on this ma- 


methods 
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Motorized card file for 


chine is a self-adjusting paper feed which 
restores the tape to perfect alignment office work mechanization 


when pulled out of line. In addition, the An improved motorized card file repre- 


computer has a fully automatic safety key- sents a significant advance in_ office 


board for subtract, multiply, sub-total and mechanization. 


total, a correction key which clears the Completely automatic, push-button con- 


entire kevboard and a new handle de- 


sired section of records before the com- 


fortably seated operator. When the oper- 


signed to eliminate fatigue. Specially 


moulded keys are easy to read, easier on 
the fingers and the type has been enlarged ator pushes a button, the machine auto. 
to produce bigger, bolder numerals. matically selects the shortest direction of 
For more information, write to Regna rotation and the only thought or action 
Cash Register, Inc., 175 Fifth Avenue, New 
Yor 10, Ni ¥.2 oF 


the Reader Service 


required of the operator is the pushing of 
circle number 988 on the correct button and the selecting of the 
Card. particular card she wants. 


Individual machine capacities go as high 


C = as 200,000 or 300,000 standard size cards 
<a per unit and the unit is small enough so 


trolled, the file quickly positions any de- 





& Simpla Products, Inc., 40 Bank Street, 
White Plains, New York; or circle number 
968 on the Reader Service Card. 


este 


Booklet details comprehensive line 
of tabulating card accessories 


A new 50-page catalogue of tabulating 
card accessories has just been compiled. 
It offers many items not previously avail- 
able, that will be of valuable use and aid 
in tabulating installations. 

For a free copy, write to Monarch Metal 
Products, Inc., 724 South Columbus Ave- 
nue, Mount Vernon, New York; or circle 


that one operator can conveniently use two 
or three machines by simply swiveling in 
her chair from one machine to the other. 
the Reader Service Card. 


For more information, write to Wheeldex number 998 on 










DESIGNED FOR TOP EFFICIENCY ‘a 


Repeat-O-Pak floating carbon paper, too—is designed 
specifically to do a better job. Its function is to get maxi- 
imum efficiency from every type of continuous form 
written on IBM formswriters and Underwood Fanfold 
machines. 


It does this by loading six times more carbon paper on 
the machine—by using that carbon paper over and over 
again—by being cleaner, faster, easier-to-handle. By per- 
mitting more copies at one typing, and by offering many 
exclusive “‘bonus’’ features, such as aligning leaders, self- 
contained buffers, full or partial block-outs, etc. 
Repeat-O-Pak is available in a great variety of weights and 
finishes to meet the specific requirements of your forms- 
writing job. 


floating reusable carbon paper for use with all kinds of continuous forms 
written on 1BM formswriters and Underwood Fanfold machines. 


STANDARD MANIFOLD COMPANY 
Carbon Paper « Inked Ribbons * 333 W. Lake Street * Chicago 





Offices in Principal Citiese In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 
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| Mail Opener 








*“Mail’s not sorted yet” 
is the all too frequent complaint 
in many an Office. 


With the Wilson Jones Marvel Mail Opener, 
no one wastes time waiting for the mail. 
Everybody gets the mail earlier . . . opened and 


. : * Opens all envelopes 
ready for immediate attention. 


up to 12 inches long 

* Eliminates sorting to size 

® Light, positive, finger-tip 
action ... automatic recoil 


* Lightweight aluminum case, 
all working parts of hardened 
plated steel for long life 


The Marvel is so easy to use, costly clerical help 
spend only a fraction of the time required to sort 
and open envelopes by hand. It’s completely 
safe too... ends danger of torn enclosures 
or ripped checks. 


Ask your local stationer to show you the 
Marvel... or mail coupon for complete details. 


WILSON JONES COMPANY 
209 S. Jefferson Street, Dept. M, Chicago 6, IIinois 


Please send me the free Marvel Folder, also the name of my 
nearest Marvel Dealer. 


Name 





Company Name 





Street 

















es oe treme 


City Zone —. State 
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Here’s a specially designed bind 
er that will hold 12 
MANAGEMENT METHODS with- 
out crowding. pages 
open flat, with no part of the gut- 
ter of a page hidden from view. 
The maroon, leather-like hard cover 
allows volumes to be stored “on 
end” in your bookcase 


issues of 


Looseleaf, 











Spartan 


141 East 44th St., 


New York |7 


Binders for Management METHODS 


Single 


binder price 


is $3.95, postpaid. Or, 


if you have back is- 
sues on hand, save a 
dollar by ordering 


two for only $6.95, 
postpaid 

Check or money 
order must accompany 
your order to: 


STATIONERS, INC. 


N.Y. 
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Form” 
orders. 


x 


TelAutograph Telescriber Sys- 
tems are the only means of in- 
stantly transmitting handwritten 
messages to one or more receiv- 
ers, near or far. By using “Instan- 
Form” Telescribers you can em- 


aa 


orders are delivered by 


with 


“Instan- 


DESIGNED 
INSTAN- 


_TelAutograph’ 


35> TELESCRIBERS 


At the Schaefer Brewery accurate, complete, handwritten 
“Instan-Form” Telescribers on pre- 
printed business forms. Completed orders are delivered from 
the telephone sales order desk to the order processing depart- 
ment blocks away at the same 
time they are written. 
expedites special 








ploy continuous packs of pre- 
printed business forms designed 
to individual needs. Here’s how 
“Instan-Form” will increase your 
communication efficiency: 


1. Valuable information is never ‘‘forgotten.”’ 
2. The recipient does not have to hunt for informa- 


tion. 


3. Perforated “Instan-Form” cards can be fitted into 
any existing accounting and control procedure. 


4. Multiple carbons and messenger service are 


eliminated. 


Please send me brochures on TelAuto- 
graph’s use in- 

Sales Orders 
Production Control 
Materials Control 
Quality Control 

Job Costs & Accounting 
Transportation Control 
Central Files 
Announcing 


ee ee ee 





oOO000000 
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CORPORATION 
Dept. MM-46, 16 West 61st Street, New York 23, N.Y. 


SOLVE COMMUNICATION PROBLEMS 





*TM Reg. U. S. Pat. Off. 


Without obligation please have systems 


analyst cal) 














Name. 
Street. 
City. —_—State. 
Company Title. 
— ae aw ome ae oe oe om od 
information) 





Modern steel desk 
houses calculating machine 
S 


A new single pedestal desk, with a 60” x 


30” top, features a calculating machine 


well. Ihe desk has a concealed cente1 
drawer in the top and a box drawer and 
letter-size drawer in the pedestal. 

Standard enamel finishes are gray, 


linoleum top 


green, 


walnut and mahogany; the 


is available in tan and green, with stain- 


less steel trim. In departments where 





drawer 


and 


space economy is essential 


space is not required, there is also a cal- 
culating machine desk without a_ pedestal, 
with a 50” x 30” top. 

For more information, write to Repub- 
lic Steel Corporation, 1114 Republic Build- 
ing, Cleveland 1, Ohio; on 


996 on the Reader 


circle number 


Service Card. 


Mobile desk-top stand facilitates 
movement of office machines 


A new movable platform for calculating 
machines can aid in the use of these 
machines in any office. The device lifts the 


rear portion of the machine, increasing 


the slope of the keyboard. This feature, in 
effect, 


and may, 


lowers the elbow of the operator 


therefore, reduce fatigue and 


errors caused by fatigue. Since it requires 


almost no effort to move a_=machine 


mounted on the platform, the worker can 
place it in the most convenient position 
for each job, eliminating a lot of the tire- 


some business of looking from figures on 


one side of the desk to the adding machine 
other. 
The desk stand is adjustable to accom- 


on the 
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modate any size machine and the only 


installation involved is simply placing the 
machine on the platform. 
firline 


For more information, write to 


Manufacturing Company, 4548 Gravois 
Avenue, St. Louis 16, Missouri; or circle 
number 979 on the Reader Service Card. 
Illustrated booklet explains 
electronic data processing 

The significant principles and com- 


ponents of electronic data processing equip- 
ment are described in a new 32-page illus- 
trated booklet. 

After a brief comparison of the construc- 


tion and applications of analogue and 


methods 
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digital computers, the booklet explains the 
organization of digital computers and 
describes briefly the functions of the input, 
storage, arithmetic, control and output 
components. 

Devices for the storage of information 
are among the most important new de 
velopments in the field of data processing 
equipment. ‘The most advanced “memory” 
devices—magnetic tapes, magnetic drums 
and cathode ray tubes are described in 
detail. 

For a free copy of this booklet, write to 
International Business Machines Corpora- 
tion, 590 Madison Avenue, New York, New 
York; or circle number 967 on the Reader 


Service Card. 
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Ist award—$500.00 


BEST INTEGRATED GENERAL OFFICES now occupied by a firm with fewer 


than 500 office employees. 


Special award—$100.00 


BEST EXECUTIVE OFFICE OR SUITE for one man or for a group of executives 
whose offices are adjacent to one another. Any size firm. 


Special award—$100.00 


BEST CLERICAL WORK CENTER. May be a single department or the entire cleri- 


cal operation in a firm of any size. 


Special award—$100.00 


BEST EMPLOYEE LUNCH/LOUNGE AREA in a firm of any size. Entry may be 
of separate lunchroom, lounge, cafeteria, coffee bar, or a combination of any 


of these areas. 


Special award—$100.00 


BEST BOARD OR CONFERENCE ROOM 


in a firm of any size. Area may be for 


large groups or small conferences, or a combination of the two. 


Special award—$100.00 


BEST RECEPTION ROOM in a firm of any 


reception only. 


Special award—$100.00 


size. Area may be for multiple use or 


BEST “SPECIAL SITUATION” SOLUTION in a firm of any size, which shows a 
practical solution to an unusual problem in design or layout. 


10 HONORABLE MENTIONS 


HONORABLE MENTION AWARDS will 
at the Judges’ discretion. 


THE JUDGES 


be made in any of the above categories 


Judges for the Awards have been named on a basis of the four criteria to be consid- 


ered in selection: architectural components, 
The Judges are: 


relations considerations. 


design and layout, workability, and human 


LATHROP DOUGLASS, architect; GORDON LIPPINCOTT, designer, Lippincott and 
Margulies, Inc.; JOHN HASLETT, Director of Systems and Procedures, Shell Oil Company; 
and GEORGE WILGUS, Manager of Personnel, Mutual Life Insurance Company of N. Y. 


What makes your firm a “Best place to work”? 

These Awards aren’t concerned with merely 
“beautiful” offices. But they are designed to 
demonstrate how well-planned, properly inte- 
grated offices improve employee productivity 
and morale. 

If your company has done an outstanding 
job in any of the categories listed above, 
here’s a chance to win recognition and—at the 
same time—gain favorable employee, public 
and stockholder publicity. Winning entries will 
be published in MANAGEMENT METHODS or THE 
INTEGRATED OFFICE. 


It’s easy to enter 


Elaborate entries or costly photographs are 
not necessary. Just have the pertinent person 
in your firm—or your architect or designer— 
fill in the official entry blank and clip to it a 
few photographs, snapshots or sketches. That’s 
all! Contest closes June 21. All entries must 
be on the official MANAGEMENT METHODS en- 
try blank. You can get an entry blank by 
circling No. 900 on the Reader Service Card 
bound in this issue. 


Who can enter 

The Awards are open to companies of any 
size. Entries may be submitted by a company, 
architect or an office designer. The cash awards 
and scrolls will go to the winning architects 
or designers. Scrolls suitable for framing will 
also be presented to the award-winning com- 
panies. More than one entry can be submitted. 
In addition, all entries will be automatically 
reviewed by the judges for possible consider- 
ation in categories other than the one spe- 
cifically selected by the entrant. 


fo ENTRY BLANK and rules 


please circle No. 900 on _ postage-paid 
Reader Service Card bound in this issue 


CONTEST EDITOR 
Management Magazines, Inc. 
141 East 44th Street, New York 17, New York 


AWARD ENTRIES CLOSE JUNE 21, 1954 


(Circle 900 for more information) 
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BETTER BUSINESS METHODS 
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FILMSORT... 


FILM-A-RECORD INSPECTOR 


FILMSORT places microfilmed records in 
a clear, durable, transparent jacket, 
or seals them in a standard filing 
card. In this manner up to 100 micro- 
filmed records of 8%” x 11” original 
material, can be held in one 8” x 5” 
Filmsort jacket. These jackets stack 
from 25 to 40 to the inch, making it 
possible to store 2500 to 4000 rec- 
ords in one inch of drawer depth! 
FILMSORT APERTURE CARDS are standard 
file cards with a die-cut window for 
the microfilmed record. Records or 
drawings up to 24” x 36” can be filed 
on a standard 5” x 3” aperture card! 
Standard card forms range from 
5” x 3” to 8” x 6%” and come in a 
variety of colors. Special sizes can 
be made available. When microfilmed 
records are sealed in Remington 
Rand punched cards, they can be 
sorted, collated, or filed at up to 800 
cards per minute on the Remington 
Rand Electronic Sorter. 

FILMSORT combines the advantages of 
microfilm’s multiple storage filing 
with the speed of instant finding! 


FREE SERVICE OFFER 


Malfunctioning and non-functioning 
office equipment means loss of costly 
production time. Regular inspections 
and servicing by a Remington Rand 
Service Expert saves equipment and 
time, boosts production and lowers 
costs. 

Our Booklet M-2 contains your 
ticket to a free imspection and report 
on the condition of certain of your 
office equipment. It describes our 
FOUR WAY PROTECTION PLAN 
for business equipment. Plan in- 
cludes: (1) Regular inspections, (2) 
Cleaning, oiling, and adjusting, (3) 
FREE supplying and installation of 
parts, (4) FREE emergency service! 

Circle M-2 now. 





for INSTANTLY ACCESSIBLE 


MICROFILMED RECORDS! 





FILMSORT APERTURE CARDS 


With Filmsort you can concentrate 
and file all microfilmed records per- 
taining to one subject in one or more, 
instantly accessible jackets! Save 
time and Space. 

FILMSORT processing can be done in 
your office by your personnel or by 
our experienced Business Services 
Departments. 

Here’s how BSD solved a person- 
nel manager’s problem; Problem: 
Three plants with 5300 active em- 
ployee records and thousands of 
inactive applications, terminations 
etc. Solution: One jacket for each 
employee, each keyed with his name 
and last four digits of his Social 
Security number. This installation 
saved 75% of the original space 
required! 

In another instance 10,000 engi- 
neering drawings were condensed 
into two standard filing cabinets! 
Circle F375 to find out how you can 
achieve concentration and accessi- 
bility of your records through 
Filmsort. 


ELECTRONICS MAY BE 
FOR YOU! 


New applications for Electronic 
data-processing equipment are 
being constantly uncovered. Inves- 
tigate now to find out about elec- 
tronics and your problem. 

It’s easy. Test your job on the 
temington Rand Service-Fee plan. 
Or, send selected personnel groups 
to courses conducted by experienced 
technical personnel. Courses cover 
commercial and scientific aspects of 
data-processing. 

Electronic computing systems are 
achieving phenomenal results in 
many fields. They may do the same 
for you. For details write us on your 
business letterhead. 
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CUT YOUR OVERHEAD COSTS 
PRINT LISTS CHEAPER 


With FLEXOPRINT you no longer 
have to pay high costs of typesetting 
for lists. Your typist, in her daily 
work, can maintain up-to-the- 
minute, collated, proofread lists 
ready for the printer at a moment’s 
notice! Here’s how: 

Your typist fills member’s name, or 
catalog information on a FLEXO- 
PRINT card, and slips it onto the 
FLEXOPRINT panel in its properly 
collated position. All changes, prices, 
catalog data, membership enroll- 
ments, addresses etc. can be imme- 
diately inserted. The complete panel 
is then sent to the printer, in lieu of 
specially prepared typesetting. He 
makes his offset plate directly from 
your FLEXOPRINT copy and re- 
turns original to you. No additional 
proofreading. No typesetting charge 
...no special personnel required to 
assemble data. 

Membership lists of alumni...once 
set-up...can be published more fre- 
quently, and sometimes, at less than 
the previous cost of typesetting and 
printing! 
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Attach a To Flexoprint Panel 
YOUR LIST IS READY 


FOR PRINTER 
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: Room 1617, 315 Fourth Ave., New York 10 ; 
. ' 
‘ Please send me FREE literature : 
' circled below. : 
' ' 
' 

F375 M-2 ‘ 
' ' 
. ' 
| Name 
- ' 
: Firm ‘ 
: 
: Address : 
' ' 
: City Zone State : 
: OM : 
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